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Manpower planning--Case studies 
Western Pinal County, 3-228 
Arthur, Chester A,, 3-13 
ASSESSMENT CENTERS 
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Methods 
Theory Y approach, 1-3 
Guidelines, exercises, etc., 
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Planning--Research 
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Testing, orientation, training and 
selection, 3-181 
Training--Evaluation 
*Indiana Dept. of Revenue, 7-272 
Training--Methods 


Simulation, GAO fg 
AUSTRALIA 
Civil service--Manpower planning 
Sr. positions, 12-80 
Civil service--Reports, 12-39 
1923-73, 2-20 


Civil service--Statistics, 
Manpower planning--Surveys 
Enterprise management, 5-133 
AUTHORITY 
Managerial, 1-76 


7-26 


Role in business organizations, 3-138 
AUTOMATIC DATA PROCESSING 
Administration 
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MBO approach, 5-5 
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See also: Personnel admin- 
istration--ADP applications; 
Placement--ADP applica- 
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to monotonous jobs, 9-3 
to decision structure, 
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Effects 
on management theory, 9-146 
on management policies, 11-171 
on motivation and morale, 12-12 
on secretary's job, 12-13 
on work relationships, organizational 
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Training--Catalogs, schedules, etc. 
CSC's ADP Management Training Center, 
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Career opportunities, 11-182 
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Characteristics, 1-158 
Job analysis 
Occupational performance survey, 12-15 
Job satisfaction--Research, 2-7 
Pay--Surveys 
1973, 6-184 
Personnel policies, 4-3 
Increasing profitability, minimizing 
salary/benefit problems, satisfying 
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Security, 2-6 
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Utilization 
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managers, 9-4 
AUTOMOTIVE INDUSTRY WORKERS 
Health--Surveys, 2-95 
Retirement--Research 
Preretirement education, 8-233 
Working conditions, 6-37 
AWARDS 
See also: Incentive awards; 
Service awards 
Special areas 
Outstanding handicapped Federal 


employee, 3-81 fg 
*Rockefeller Public Service 
Awards, 4-4 fg 
B 


BANK WORKERS 
Job satisfaction--Research 
Relationship between performance, 
attitudes, situational 
characteristics, 12-132 
Personnel policies 
Recruiting and selection, 6-254 
BENEFIT PLANS 
See also: Fringe benefits 
Administration 
Making decisions on automating, 
4-75 
New benefits, 4-185 
Designing and establishing, 6-81 
Administration--Case studies 
TRW, 9-90 
Administration--Evaluation 
"Cafeteria," 9-89 
Administration--Factors affecting 
EEOC regulations, 7-91 
Comparative surveys 
*Federal government, large 
private and public employers, 
5-64 fg 
Conferences 
Actuaries in Public Practice, 7-90 
Cost--Surveys 
1967-1969, 6-239 
Employee communications 
Making sure employees understand, 
1-92 
DOL legal requirements, 8-16 





BENEFIT PLANS (Cont'd) 
Employee communications (Cont'd) 
Marketing approach, 11-38 
at time of significant changes, 11-41 
Factors affecting 
National health insurance, 11-119 


Statistics 
Characteristics of 178,670 plans, 
5-203 
Welfare and pension, 1959-1971, 5-204 
Surveys 


Coverage, 1972, 7-92 
Bernard, Chester I., 7-183 
BLIND 
Career opportunities 
Transcriptionists, 8-74 
Training--Case studies 
Chicago, Lighthouse for the Blind, 
9-93 
BLUE-COLLAR WORKERS 
See also: Wage board employees 
Evaluation--Research 
Relationship of central life 
interests to, 11-205 
Job satisfaction--Comparative surveys 
to white-collar, 7-128 
Blacks and whites, 8-110 
Job satisfaction--Evaluation 
Methodological problems, 10-124 
Job satisfaction--Research 
Relationship to job scope, 12-136 
Mental health 
Need for industry to provide services, 
3-149 
Pay 
Highly paid elite, 10-191 
BONUS SYSTEM 
Case studies 
Conley Mill Works, Georgia, 6-170 
BRAINSTORMING 
Factors affecting--Research 
Sex, types of group, size of group, 
6-28 
as function of individual performance, 
8-21 
Productivity of individuals, 
coacting and interacting groups, 
10-36 
BUDGET ANALYSTS 
Personnel policies--Surveys 
Qualifications, recruiting, training, 
quantity and quality, 
2-225 fg 
BUREAUCRACY 
Evaluation, 3-10 
*Political control, 1-235 
Need to change from one-man, 
one-job to unitary task, 3-161 
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Theory 
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BUSINESS EDUCATION 
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Advanced Management Program, 

Harvard, 2-86 

Purdue Univ., 8-292 
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Comparative surveys 

in 41 countries, executive view, 
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Research--Bibliography 
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C 
CALIFORNIA 
Civil service--Collective bargaining, 
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Civil service--Pay 
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Recommended code, 12-75 
Civil service--Hours of work 
Flexitime, 11-113 
Civil service--Job analysis 
Middle and senior management, 
12-76, 12-173 
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CANADA (Cont'd) 
Civil service--Labor-management relations, 
4-121, 4-128 
Civil service--Pay 
Senior govt. officials, 8-47 
"Syndromes," 12-200 
Civil service--Postal employees 
Right to strike, 4-128 
Civil service--Selection 
Data stream, 12-262 
Civil service--Unions 
Growth, problems, 11-143 
Civil service--Women 
1973 statistics, 11-302 
Executives--Responsibilities 
Chief financial officer, 4-46 
Fringe benefits--Trends, 10-88 
Personnel administration--Surveys 
State of profession and role of 
associations, 5-165 
CAREER MOBILITY 
Case studies 
Mail clerks to clerk typists, 11-278 
Factors affecting--Research 
Collective bargaining, 12-18 


Methods 
Training plans, selected occupations, 
10-7 fg 
Job restructuring, 10-119 fg 


Methods--Case studies 
*St. Louis Police Department, 10-8 
Procedures--Training 


thru TECOM, Army Dept., 7-7 fg 
Training--Case studies 
Counselor-interviewers, 9-261 fg 


CAREER PLANNING 
Attitudes toward 
Executives, 11-10 
Handbooks, 1-181 
for lawyers, 9-10 
Methods 
Basic process, 1-6 
Career planning and placement office, 
8-200 
Plotting route to top, 11-11 
Joining to organizational goal 
setting, 12-19 
to avoid mid-career crisis, 12-22 
by objectives, 12-23 
Methods--Case studies 
*Australian Public Service, 5-7 
Career Development Center, Syntex 


Corp., 11-9 
Naval Electronics Laboratory Center, 
12-20 fg 


Readings, 2-8 














CAREER STAFFING 


Administration 
DOD civilian procurement personnel, 
12-24 fg 


Carpools, 1-301, 5-241, 7-282, 11-296 
CASE STUDY METHOD 
Applications 
to communication training, 4-21 
Evaluation 
as mode of operationalising 
knowledge, 8-56 
Methods--Handbooks, 2-320 
CERTIFICATION 
ADP applications--Case studies 
*Pennsylvania State Civil 
Service Commission, 4-184 


Records 
Documentation, 11-263 fg 
CHANGE, ORGANIZATIONAL 
Administration 


Ethical questions involving 
external consultants and OD 
practitioners, 3-12 

Problems and cases, 9-14 

Guidelines, 10-11 

Ten ways to cope, 12-28 

Applications, 6-11 
Bibliography, 12-217 
Organization development, 3-8, 6-9 
Attitudes toward--Case studies 
Executives, 7-70 
Case studies 

from traditional to matrix, Dow 
Corning, 2-11 

*Cities, states, and one 
county, 8-6 

Effects 
on motivation, 8-166 
Guides for coping, 10-12 
Evaluation 
as rebuttal to Peter Principle,7-17 
Percentile approach, 12-27 
Factors affecting, 4-6, 6-13 

Social environment, 2-13 

Physical settings, 3-9 

Adaptive aspects of behavior, 6-12 

Personnel policy in changing 
society, 7-15 

Factors affecting--Research 

Managers! expectations, 7-9 

Methods 

Conceptual model, 1-9 

Based on complementary relation- 
ship, 2-9 

Organization development, 3-7, 
7-14, 11-12, 12-30 

Model for organizational 
diagnosis, 3-11 
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CHANGE, ORGANIZATIONAL (Cont'd) 
Methods (Cont'd) 

Innovation-adoption process, 4-6 

Collateral organization, 4-7 

to avoid activity trap, 5-11 

Analyzing organization charts, 6-7 

and applications, 6-11 

Human aspects, 7-8 

Model to aid the individual, 7-11 

Model for analysis, 7-16 

Strategies, processes, theoretical 
propositions, and case history, 
7-20 

Preparing for automation, 8-5 

through Structured Sensitivity 
Training, 9-12 

Survey feedback, 10-10 

to cope with future shock, 10-207 

Rationale and techniques, 11-15 

Methods--Case studies 
Organization development projects, 


1-8 
*OD in Dallas, 5-8 
State Department, 6-228 fg 


Pilkington, Gt. Brit., 9-13 
OD, Saga Corp., 11-16 
Methods--Evaluation 
Failures in OD programs, 6-8 
Human Resource Center, AT&T, 9-15 
Personnel mobility, FEI experience, 
11-14 fg 
Methods--Readings, 1-10 
Organization development, 1-7, 4-5 
End to hierarchy, 3-10 
Methods--Research 
Model based on data from 91 change 
agents, 7-18 
Open systems theory, 12-25 
Testing models, 12-29 
Methods--Surveys 
Diagnostic, training, and change 
facilitating, 6-206 
Definition, nature, conditions for 
success of innovative, 7-13 
Methods--Textbooks, 10-13 
Methods--Theory 
Organizational development, 2-10 
Methods--Trends 
OD in future, 6-10 
Planning 
Model building, 2-12 
Role of systems analyst, 3-6 
Problems 
due to growth, 6-14 
in OD consulting, 12-31 
Problems--Case studies 
Implementing system approach, 8-65 
Readings, 12-177 








CHANGE, ORGANIZATIONAL (Cont'd) 
Surveys 
OD, perspective, evolution, 
future, 5-10 
Theory 
End to hierarchy, 3-10 
Adhocracy, 5-9 
CHANGE, RESISTANCE TO 
Causes, 8-7 
when automating, 7-10 
Control, 1-10 
Suggestions for managers, 11-13 
CHRISTMAS BONUS 
Legality of discontinuing, 1-93 
*CITY MANAGERS 
Career opportunities, 3-46 
‘Characteristics 
and responsibilities, 2-65 
Interpersonal relations, 3-67 
Pay--Surveys 
ICMA, 10-70 
Training--Surveys 
Continuing education, 1-83 
Training--Research, 1-80 
CIVIL DEFENSE 
Personnel aspects 
Impact of career development 
program, 3-236 
CIVIL SERVICE 


Administration 
Great Britain, recommendations, 
7-27 
Making system responsive to needs, 
9-17 


Administration--Case studies 
New York State Municipal Service 
Division, 2-15 
Attitudes toward 


after Watergate, 6-19 fg 
Improving, 10-18 fg 
"Real rulers of America," 12-38 fg 
Bibliography, 11-26 fg 


Career opportunities 
Aerospace workers, 12-259 
Education curriculum guides, 
12-283, 12-284, 12-285, 12-286, 
12-287 
Career opportunities--Planning 
Structure for word processors, 
5-16 fg 
Comparative surveys 
Gt. Brit., France and U.S., 2-262 
Eighteen nations, 3-14 
U.S., Gt. Brit., Canada, and 7 
Latin American countries, 8-15 
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CIVIL SERVICE (Cont'd) 


Directories 
Federal Job Information Centers, 
2-18, 11-28 fg 
Evaluation 
Political control, 1-235 fg 


New York City, and Federal, 2-14 fg 

Israel, 9-22 

Leavenworth County, Kan., 10-209 
Factors affecting 

Concepts of social equity, 3-198 

Political culture, 4-12 

Collective bargaining, 7-142 

Fair Labor Standards Act amendments, 

8-8 fg 

Supreme Court cases, 11-27 fg 
Factors affecting--Research 

Econometrics of local government 

labor market, 9-16 
Factors affecting--Trends 
Unionism, hiring disadvantaged, 
contracting out, 10-17 
History, 3-13, 7-22 fg 
History--1877- 

U.S. vs. Charles J. Guiteau, 4-14 fg 
History--9lst anniversary, 3-18 fg 
Laws 

See also: Model civil service laws 

South Dakota, 4-8 

Selection in state and local govern- 

mer®:, 6-15 

Iowa, 12-34 
Legislation 

93rd Congress, 3-184 fg 
Organization 

Executive departments and agencies, 

7-24 fg 
Planning 

Flower Mound, Tex., 10-15 

Guide for legal framework, 11-23 
Policies 

Merit systems in local governments, 

4-9 

Flower Mound, Tex., 10-214 

Presidential memo on merit, 11-31 fg 
Policies--Trends 

New era in labor-management coopera- 

tion, 4-120 fg 
Principles 

Merit and effective government, 2-17 
Principles--Readings 

Merit principles today, 11-20 
Procedures--Reports 


Iowa, 11-19 
Reports 
CSC, fy 1973, 9-18 fg 











CIVIL SERVICE (Cont'd) 
Responsibilities 
under merit system, 5-173 fg 
Staffing 
Public-service jobs, 10-16 
Staffing--Case studies 
GSA, 5-14 fg 


Vermont, 11-17, 12-33 
Staffing--Evaluation 
Public employment programs, 8-10, 
8-11, 10-14, 11-24 
Staffing--Factors affecting 
Federal grants-in-aid, 2-174 
Staffing--Policies 
Public employment program, 7-21, 
12-35 
Staffing--Research 
Public employment program, 11-17, 
11-18, 12-33 
Successful PEP enrollees, 
Staffing--Reports 
Public employment program, 11-25 
Staffing--Trends 


12-32 


Increases, 3-17 fg 
1952-1970, Federal, state and 
local, 5-12 fg 
Statistics 
State and local merit systems, 
3-16, 8-9 


Local government in selected 
metropolitan areas, 3-15 


Executive branch, 3-20 fg 

New York (State), 4-10 

Interior Dept., 5-15 fg 

City employment and payrolls, 5-47, 
6-17, 11-21 

Social Security Administration, 
7-25 fg 


Australia, 7-26 
District of Columbia government, 
7-50 
DOD, 9-20 fg 
Statistics--Trends 
Employment, payrolls, benefits, 
etc., 7-138 fg 
Surveys, 2-16 fg 
Federal employees almanac, 3-21 fg 
Pay, fringe benefits, political 


activity, 4-13 fg 
Role in relation to elected 
officials, 4-16 fg 
Gt. Brit., 1971-72, 5-18 
Past and present, 9-19 fg 
Trends 
in 1980, 5-13 fg 
1958-72, 12-36 fg 
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CIVIL SERVICE (Cont'd) 
Trends (Cont'd) 
Effects of change on Federal 
employees, 12-37 fg 
CIVIL SERVICE COMMISSIONS 
Directories 
State merit systems, 11-22 
CIVIL SERVICE REFORM 
Readings 
1865-1903, 3-13, 4-11 fg 
CIVILIAN-MILITARY RELATIONSHIPS 
Case studies 


Bilateralism, Air Force, 6-200 fg 
Research 
Differences between personnel 
systems, 1-14 fg 
Models for mixed systems, 1-15 fg 
COACHING 
Methods 
Approaches, rationale and benefits, 
1-283 


for management training, 4-66 
COLLECTIVE BARGAINING 

Administration 

*Emerging duty to bargain, 5-108 

*Adversary role, 12-143 
Applications 

to productivity improvement, 3-128 fg 
Attitudes toward 

*Professional employees, 2-140 
Attitudes toward--Research 

*Relationship with job satisfaction 

and professionalism, among 


teachers, 11-156 
Bibliography 
*Police, since 1965, 7-146 
Higher education, 12-144 
*New Jersey, 12-146 
Case studies 
*Pennsylvania, 1-143 
Conferences 
*Equity and the public employee, 
7-140 fg 
Decisions 
*N.J., 12-141 
Evaluation 
*Impact of bilateral on merit system, 
7-142 


*from political perspective, 7-151 
Factors affecting 
*Corporate humanism, 8-132 
*Participative management, 12-147 
Factors affecting--Comparative surveys 
*Public and private sectors, 1-141, 
2-147 





COLLECTIVE BARGAINING (Cont'd) 
Factors affecting--Surveys 
Bargaining unit issues, 3-129 fg 
*History, 4-125 fg 
*Ohio, 8-120 
Labor agreements 
Postal Service, 1-146 fg 
in Federal service, 1971, 4-124 fg 
*Detroit sanitation productivity, 
5-114 
TVA, 9-137 fg 
Labor agreements--Case studies 
*Language and interpretation,8-130 
Labor agreements--Surveys 
Covering 1,000 workers or more, 


2-118 

St. Louis Region, 6-133 fg 
Laws 

*State and municipal, 3-126, 3-127 

*Cases and materials, 4-122 fg 

*Calif., 9-136 
Legislation 

*for state and local, 5-107 
Policies 


*Concepts limiting scope, 6-131 
*Sovereignty doctrine, 8-127 
*Guide to statutory provisions, 
11-150, 11-151 
Policies--Case studies 
*Mandatory agency shop, Hawaii, 
6-128 
Policies--Decisions 
*Scope of bargaining, N.Y. State, 
11-147 
Problems 
*Canada, 11-142 
Need for remedial legislation, 


11-155 fg 
Structural, in state and local, 
12-142 
Procedures 
*Mediation process, 3-125 
in Federal govt., 11-157 fg 


Procedures--Comparative surveys 
Nine countries, 2-115 
*Mediation, fact finding, and 
interest arbitration, 6-127 
Procedures--Evaluation 
Resolving disputes and impasses, 
11-155 fg 
Procedures --Laws 
*Guide to impasse resolution, 7-144 
Procedures--Research 
*Use of multilateral in cities, 
9-134 
Research 
*State civil service employee 
associations, 5-120 





COLLECTIVE BARGAINING (Cont'd) 
Responsibilities 
*Authority, 11-150 
Surveys 
*Developments, problem areas, 
legality of stoppages, impasses, 


etc., 2-141 fg 
*State government employees activi- 
ties, 2-149 


*Canada, 6-123, 8-129 
Federal sector, 9-129, 12-142 fg 
Terminology, 6-132 
*Trends, 6-126, 9-50 
Trends--Case studies 
Postal Service, 2-143 fg 
COLLEGE ADMINISTRATORS 
Selection 
Guidelines, 9-78 
COLLEGE GRADUATES 
Applications for positions 
What personnel officers look for, 12-6 
Applications for positions--Research 
MBA's, 7-4 
Attitudes toward--Surveys 
Current employers, 11-32 
Career opportunities--Trends 
1980-1985, 7-28 
Career planning--Surveys 
Liberal arts graduates, 6-21 
Career planning--Trends 
Minorities, 1965 and 1970, 1-16 
Characteristics--Surveys 
in Gt. Brit., 2-24 
Employment--Attitudes toward 
Graduates 1965-72, 11-32 
Employment --Readings 
Labor market impact, 6-22 
Employment --Research 
Employer evaluation of vocational 
programs, 12-40 
Manpower planning--Factors affecting 
Decisions governing supply of 
professionals, 6-22 
Manpower planning--Statistics 
Supply and demand since 1962, 9-23 
Pay--Comparative surveys 
Grads vs. others, 10-19 
Pay--Surveys 
Selected program majors, 6-188 
*Beginning offers, 7-188, 10-186 fg 
Placement--Surveys 
in Pennsylvania, 8-199 
Recruitment 
1974, 4-207 
Designing literature to capture best, 
4-208 
Need for greater understanding of 
roles, methods, 8-221 
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COLLEGE PROFESSORS 


Collective bargaining--Bibliography, 
12-144 
Evaluation--Methods, 10-201 
Promotion--Attitudes toward 
Criteria, 5-188 
Retirement--Policies 
U. of Va., 12-254 
Utilization 
Job-splitting, 5-178 
COLLEGE STUDENTS 
See also: Graduate students 
Attitudes 
toward business, 3-201 
toward Federal data surveillance, 
9-114 
Career planning--Case studies 
Florida State U., 12-21 
Career planning--Research 
Why seniors select certain fields, 
1-17 
Characteristics 
Seniors, 1-17 
Summer employment 
Federal Summer Intern Program, 
4-92. 4-93 fg 
COMMUNICATION TECHNIQUES 
See also: Publications, Employee; 
Public speaking; Writing improve- 
ment 
Applications 
Stimulating commitment to MBO plan, 
10-20 
Bibliography, 4-25 
Case studies 
Code-a-phone, General Mills, 3-24 
Getting message across, 5-21 
Western Electric, Bank of America, 
DuPont, NCR, 8-18 
New England Telephone, 9-25, 10-23 
Oak Industries, Inc., 11-40 
Evaluation 
Concepts, and methodological 
developments, 6-23 
Participation-observation, 10-24 
Grapevine, 10-25 
Factors affecting 
Engineering, psychological, and 
sociological barriers, 3-25 fg 
Optimal heterophily, 9-24 
Office space and furniture 
arrangement, 10-26 
Counter biasing attitudes, 11-42 
Factors affecting--Research 
Environment and organizational 


structure, 2-28 
in upward communication, 7-32, 10-27 


Problems 
Destandardized man, 1-19 
Stratification and thermoclines, 
4-22 
Due to lack of policies, 4-24 
among Mexican-American administra- 
tors, 12-78 
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COMMUNICATION TECHNIQUES (Cont'd) 


Readings 
Interpersonal and organizational, 
12-45 
Research 
Information filtration, 7-31 
Managerial implications of Johari 
Awareness Model, 9-26 
Communication satisfaction, 12-42 
thru 3 levels in organization, 12-46 
Research--Methods 
Measurement within and across 
organizations, 7-33 
How organizational theories might aid, 
10-28 
Problems, 10-29 
Research--Surveys 
Interpersonal dynamics, 11-39 
Responsibilities 
for all linking organization and 
environment, 5-24 
Textbooks 
2-25, 4-18, 4-23, 5-25, 
6-24 
Training 
Awareness of incoming signals, 1-20 
Training--Attitudes toward 
Need for graduate level courses, 11-36 
Training--Handbooks, 3-23 
*for law enforcement officers, 8-17 
Training--Visual aids 
Film-based case study method, 4-21 
Methods 
for getting results, 1-18 
for supervisors, 1-21 
Facets and skills, 2-26 
in industrial relations, Gt, Brit., 
2-31 
Guidelines, 2-29 
Information mapping, 4-20 
Making presentation, 6-25 
Slide/tape programs, 7-29 
Analyzing audience feedback, 
structuring ideas, etc., 7-30 
Nonverbal, 4-19, 10-21, 10-30 
with minority employees, 11-33 
to correct malfunctioning relation- 


ships, 11-34 
with today's college graduate, 
11-35 


Multidirectional, 12-43 


for positive response in negative 
situation, 12-47 


CONDUCT - -EMPLOYEES 


Code for managers, 3-26 

Guidelines for rules, 2-32 

Domino theory of employee theft, 
4-221 

Organizational loyalty, 11-43 








CONDUCT--EMPLOYEES (Cont'd) 
Case studies 
White and blue collar crime, 4-26 
Surveys 
185 Personnel Policies Forum 
companies, 4-35 
Attitudes toward employee 
responsibility, 6-26 
CONFERENCES 
Directories 
1974, 2-33 
Factors affecting 
Seating arrangements, 3-29 
Leadership--Training--Manuals, 2-34 
Methods 
How to attend, 10-32 
Methods--Case studies 
for meetings of 3 or more, 3-27 
Planning 
Theory and practice, 1-22 
Industry/business emergency 
planning seminars, 2-35 
Guide to preparing information 
booklet, 3-28 
Planning--Case studies 


Convention centers, Gt. Brit., 1-23 
Principles 
Dimensions and functions, 12-48 


CONFLICT, ORGANIZATIONAL 
Causes 
in temporary systems, 7-182 
Causes--Case studies 
Differing approaches of ritualist 
and innovator, 7-12 
Control 
Checklist for systems approach, 
7-178 
Nontraditional approach, 7-181 
Perception expansion training, 


12-181 
Intergroup diagnostic meetings, 

12-184 
CONGRESSIONAL EMPLOYEES fg 


Pay 
House, Officers, employees and 
committees, 2-213, 5-161, 
12-207 
Senate, Officers, employees and 
committees, 2-214, 4-181 
CONGRESSMEN 
Pay--Trends 
since 1968, 4-58 fg 
CONGRESSWOMEN 
Bibliography 
1917-1972, 6-278 
CONNECTICUT 
Civil service--Strikes 
Ansonia Public Works, 8-121 
CONSULTANTS 
Directories 
ASTD, 3-223 
Utilization 
*to avoid obsolescence caused by 
scvecialization, 6-226 


fg 








CONTRACT APPEALS EXAMINERS 
Selection--Evaluation 
Members of boards . 
3-217 fg 
CONTRACTS , GOVERNMENT 
Training materials, 4-202 
CONTRIBUTIONS 
Surveys 
Companies, 1-216 
CORRECTIONAL WORKERS 


Tests 
Biographical data inventory, 12-275 
Training 
University-based model, 6-268 
as behavioral change agents, 10-263 
CORRESPONDENCE COURSES 
Trends, 3-242 
COST EFFECTIVENESS 
Applications 
to manpower programs, 1-30, 1-290, 
12-63 
Evaluation--Special areas 
Training, 8-277 
COUNSELING 
Methods 
for managers, supervisors, etc., 1-26, 
9-27, 10-33 
*for police department psychologist, 
3-30 
Methods--Trends 
in business and industry, 1-25 
Responsibilities 
College placement offices, 11-44 


COUNSELORS 
Training--Methods 
Guidelines, job mobility program, 
9-261 fg 
COUNTY EXECUTIVE OFFICERS 
Utilization 
Trends, personal characteristics, 
salaries, job descriptions, 
etc., 2-68 
CREATIVE THINKING 
See also: Brainstorming 
Bibliography, 12-217 
Factors affecting 
Link with decision making, 8-20 
Organizational climate, 9-171 
Factors affecting--Research 
Occupational membership, 2-38 
Innovation within industrial 
suggestion systems, 6-27 
Group method--Research 
Effects of group size, 12-53 
Methods 
Ideas through circumrelation, 7-34 
Five phases, 12-49 
Scientists 
and engineers, 4-27 
Tests 


Creativity, organizational and 
occupational identification, 
4-27 
CREDIT UNIONS 
Setting up, 10-92 











D 


DEAF 
Employment--Case studies 
in Texas, 1-103 
Employment - -Problems 
Underemployment, 8-73 
Employment -- Readings 
Practices and trends, 
DECENTRALIZATION 
Case studies 
General Electric, 6-173 
DECISION-MAKING 
Case studies, 11-45 
Factors affecting 
Conflict avoidance, 6-32 
Frequency of information needs, 
10-34 
Factors affecting--Research 
Relationship between research 
findings, policy decisions, 
6-33 
Locus and basis of interpersonal 
influence, 7-35 
*Union involvement in municipal- 
ities, 8-122 
Dogmatism, risk-taking 
propensity, and intelligence, 
10-37 
Attributes of decision-makers, 
12-54 
*Time pressure, distractions, 
etc., on judges, 12-55 
Factors affecting--Surveys 
*in bureaucracy, 2-42 
Group method 
in small group, 4-28 
Group method--ADP applications 
Delphi Project, 12-51 
Group method--Factors affecting 
Size and spatial arrangements, 
11-46 
Group method--Research 
Effects of participation and 
commitment on influence, 
satisfaction, riskiness, 6-30 
Group method--Theory 
Overview, 11-39 
Methods 
Introducing quantitative into 
line operations, 1-27 
Three modes, 2-39 
Technique vs. judgment, 2-40 
Quantitative, 2-41 
Normative model for different 
situtations, 2-158 
Task force, 3-31 
Developing significant information 
from data, 3-33 
Essentials, 5-26 
Eight steps in model building, 
9-29 


8-72 
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DECISION-MAKING (Cont'd) 


Methods (Cont'd) 
Adversary approach, 10-38 
Forecasting, 12-50 
Delphi, 1-165, 12-56 
Methods--Evaluation 
Individuals vs. real and 
synthetic groups, 10-35 


Methods--Research 
Cross-cultural differences, 
Me thods--Textbooks 
for managers, 1-155 
Problems--Case studies 
Obstructing creatively, 12-52 
Research 
Organization choice of business 
and engineering students, 6-31 
Power and conflict, 9-28 
DELEGATION 
Methods 
as time-expanding tool, 3-49 
Identifying work to delegate, 
etc., 7-36 
When, what and how, 7-37 
No-nonsense, 12-57 
Methods--Research 
Buckpassing on bad news, 12-58 
Delphi Project, 12-56, 
Delphi Technique, 1-165, 
DENTAL CARE 
Insurance - -Administration 
Evaluating prepaid as 
addition to benefit progran, 
4-90 
Insurance--Planning, 
Insurance--Trends 
Increased backing, 4-89 
DISABILITY BENEFITS 
Administration--Evaluation 
Need for faster claims payment, 
8-25 fg 
Policies--Surveys 
Compendium, 9-37 
Surveys, 9-38 
DISADVANTAGED 
See also: Handicapped; Offenders, etc. 
Attitudes--Research 
*Expectations, valences of job 
rewards for disadvantaged and 
advantaged, 6-34 
Career opportunities--Bibliography 
in rehabilitation field, 1-182 
Employment 
*Affirmative action programs, 4-203 
Value of military experience, 7-40 
Employment --Administration 
Corporate programs, 7-39 
Employment--Attitudes toward 
Organizational, 7-41 
Employment--Case studies 
NAB, San Diego, 1-38 


9-68 


12-56 


10-106 








DISADVANTAGED (Cont'd) 
Employment --Evaluation 
*PEP in.selected rural and 
urban areas, 8-10 
*Public Employment Program, 8-11 
*Public service jobs, Vermont, 
12-33 
Employment--Factors affecting 
Determinants of interregional 
migration, 1-31 
*Union activity, 3-130 
On-the-job support and follow-up 
services, 4-34 
Employment - -Methods 
Reducing barriers to full 
employment, 1-37 
Use of tax incentives, 2-45 
JOBS program, 3-34 
Service delivery system, 5-27 
YMCA project, 9-30, 9-34 
Guidelines, 9-31 
*CETA programs, 11-24 
WIN, in hospitals, 12-60 
Employment --Methods--Case studies 
Job fair for welfare mothers, 
3-35 
Employment--Policies 
*Public employment programs, 
7-21 
Employment --Reports 
Public Employment Program, 6-16 
Employment- -Research 
Job progress, compared with 
regular workers, 1-32 
*Three studies in urban setting, 
1-35 
WIN programs, 2-44 
Number of unemployed and want 
ads listings, 3-36 
Absenteeism and turnover, 4-31 
Impact of menial, low-paying 
jobs, 5-29 
Low wages and the working 
poor, 6-35 
*Public service employment, 
Oakland and San Francisco, 
9-32 
*Vermont, public sector jobs, 
11-17 
*Alternative models, purposes, 
effectiveness, current emphasis, 
11-18 
*Successful PEP enrollees, 12-32 
Problems, policies, perspectives, 
12-61 
*Rehabilitation occupations, 
12-222 
Pay--Factors affecting 
Competitive economic 
system, 12-204 
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DISADVANTAGED (Cont'd) 
Personnel policies--Surveys 
Changing definitions and 
practices in North and 
South Carolina, 5-28 
Supervision--Methods 
Interviewing, handling 
grievances, discipline, 8-22 
Managerial awareness manual, 10-81 
Supervision--Research 
Leadership styles related to 
job success, 4-29 
Tests--Case studies 
Work sampling vocational 
evaluation system, 4-227 
Tests--Evaluation 
Determining unfair, for female 
clerical workers, 2-297 
Training 
Guidelines, 3-34 
Training--Administration 
*from Federal to state and local 
levels, 4-236 fg 
Training--Bibliography, 9-ll, 9-31 
Training--Case studies 
NAB- JOBS, 1-34 
Pioneer Messenger Service, 1-39 
TAT, Oak Ridge, Tenn., 2-46 fg 
Manpower programs, four-cities, 
8-23 
in hospital, 12-59 
Training--Evaluation 
Cost-benefit analysis, 1-30 
MDTA and skills shortage 
occupations, 1-36 
MDTA-Institutional and Job Corps 
programs, 2-43 
Federal antipoverty programs, 4-30 
Econometric model, 9-35 
NAB- JOBS program, 11-47 
Cost effectiveness, 12-63 
Training--Factors affecting 
Sociological effects of job creation, 
Training--Methods 
Behavior modification, 
Behavior reinforcement, 
10-39 
Training--Motivation--Research 
Use of tokens worth money, 7-38 
Training--Readings 
New directions in employability, 
1-37 
Training--Research 
Effectiveness of oral, written 
presentations of job related 
information, 4-32 
Interaction with social environment, 
11-48 
Unemployment--Research 
Race, economic class, and intention 
to work, 6-36 


10-273 











DISADVANTAGED YOUTH 
Career planning--Conferences 
Career education for 
minorities, 4-258 
Characteristics 
Greater Los Angeles area, 
5-253 
Employment 
Educational work experience 
program, 1-322 
Employmente-Attitudes toward-- 
Research 
Black and white hardcore un- 
employed, 3-256 
Employment--Factors affecting 
Labor market information, 
Summer employment 
Summer Aid Program, 4-225 
Training--Evaluation 
Model program, 9-33 
DISCIPLINE 
Administration 
Advice for company fact finder, 
11-49 
Factors affecting--Research 
Individual and organizational, 
7-42 
Methods 
for making decisions, 8-255 
to reduce absenteeism, 12-1 
Policies, 5-30 
Policies--Factors affecting 
*Unionism, in law enforcement, 
8-131 
Policies--Research 
in modern factory, 6-37 
Procedures 
Tools available to 
supervisor, 6-38 
Need for uniform, corrective, 
progressive, 9-36 
Procedures--Surveys 
185 Personnel Policies Forum 
companies, 4-35 
Research 
Industrial, Gt. Brit., 12-64 
DISCRIMINATION 
See also: Equal opportunity in 
employment; Negroes--Discrimination; 
Women--Discrimination, etc. 
Appeals 
Complaints system, 2-56 
Judicial deference to 
arbitrators' decisions, 
9-49 
Effects 
on hard-core unemployed, 7-60 
Effects--Research 
on wages, 7-48 
on relative earnings of 
black males, 9-48 


5-253 


fg 


fg 


fg 
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DISCRIMINATION (Cont'd) 
Effects--Theory 
Poverty, income distribution, 
racial discrimination 
and unemployment, 2-52 
Effects--Trends 
on black-white earnings ratio to 
year 2000, 9-45 
Employment 
Training the hard-core 
unemployed, 7-60 
Evaluation 
in upper level jobs, 4-37 
Factors affecting 
Assumptions organization members 
have about themselves and 
others, 9-41 


Laws 

Specific provisions on sex, 7-61 
Readings 

in labor force, 9-50 
Research 


Alternative models of labor 
market, 9-44 
Special areas 
Employer dress, appearance codes 
and Title VII, 1-54, 8-30 
against males, 7-49 
Anti-single bias, 9-51 
Surveys, 10-42 
DISTRICT OF COLUMBIA 
*Police--Evaluation 
Women on patrol, 3-254 
DROPOUTS 
Employment --Research 
Wisconsin apprenticeship program, 
2-306 
Employment --Surveys 
1972 class, 1-323 
DRUG ABUSE 
Control 
Pointers, 
DRUG ABUSERS 
Characteristics 
Identifying on-the-job manifestations, 
9-97 
Employment 
*Rehabilitation programs, 7-56 
Employment--Case studies 
Pioneer Messenger Service, 1-39 
Employment --Policies 
*Federal, New York State and New 
York City government, 
N. Y. City private employers, 


9-158 


2-57 fg 
Personnel policies 
Guide for companies, 2-179 
Role of medical director, identi- 
fication of drug abuser, etc., 
6-162 
Need to formulate realistic, 8-164 








DRUG ABUSERS (Cont'd) 


Personnel policies--Readings, 9-98 
Rehabilitation 
Need for more cooperation 
among companies, between 
business and government, 1-170 
Role of employment in, 2-57 


EDUCATORS 
Evaluation 
in vocational and technical 
education, 6-193 
ELECTRONIC TECHNICIANS 
Qualifications--Research 
Aptitude requirements study, 
5-222 fg 
EMPLOYEES! COMPENSATION 
Admi nistration--Evaluation 
Need for faster claims 


payment, 8-25 fg 
Administration--Surveys, 9-37, 
9-38 
Cost 
for sheltered workshops, 3-37 
Laws 


1973 amendments, 49 states 
and Puerto Rico, 3-38 
Legislation 
States, 10-40 
Policies 
Positional-risk doctrine, 5-31 
Statutory provisions, 6-39 
*Need for reform of state, 
7-43 
Policies--Evaluation, 2-47 
EMPLOYEES--PARTICLIPATION IN MANAGEMENT 
Administration 
Guide for managers, 4-36 
Attitudes toward 
Managers representing six 
cultures, 9-39 
Drucker's, 10-151 
Attitudes toward--Research 
American executives, 7-46 
Bibliography, 9-40 
Scanlon plan, 2-48 
Case studies 
Germany, 1-40, 7-44 
in hospital laundry, 3-39 
J. S. Fry and Sons, Gt. Brit., 7-47 
Sweden, 10-169 
Comparative surveys 
Gt. Brit. and Western Europe, 
5-32 
Gt. Brit., Germany, Yugoslavia, 
and New Zealand, 6-42 
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EMPLOYEES--PARTICIPATION IN MANAGEMENT 


(Cont'd) 
Effects 
Improving quality of working 
life, 2-49 


*on collective bargaining, 12-147 
Effects--Research 
on job attitudes, 1-41 
Factors affecting 
Lateral relations, 6-41 
Supervisor's credibility, 10-41 
Methods 
Codetermination, Germany and 
Sweden, 11-52 
Research 
New Zealand, 7-45 
Responsibilities 
Role of unions, 11-50 
Surveys 
Issues, roles and expectations, 
5-33 
European approach, 5-34 
Pros and cons, examples, 6-40 
*in reward system context, 11-53 
Trends 
Third managerial revolution, 
11-51 
EMPLOYMENT AGENCIES 
Surveys 
Myths, 12-238 
Trends 
Early 1960's to present, 9-198 
ENGINEERS 
See also: Negroes--Engineers; Women-- 
Engineers; etc. 
Abilities--Research 
Relationship of early work challenge 
to performance, professional 
contributions, competency, 
7-242 
Applications for positions--Training 
ALAA Employment Workshops, 6-244 
Attitudes--Research 
Longitudinal assessment of job 
expectations, 5-215 
Career planning--Conferences 
Long-range personal, 1-258 
Characteristics--Surveys 
PhDs, 6-251 
Federal managers and supervisors, 
9-229 fg 
Employment--Factors affecting 
Education-based discrimination, 
10-243 
Employment--Statistics 
*Government, industry, educational 
institutions, 10-242 
Employment --Surveys 
Professionalism, utilization, 
supply and demand, 5-210 














ENGINEERS (Cont'd) 
Employment -- Trends 
1973 & 1974, 1-259 
*1950-1970, 2-286 
in U.S., 8-250 
1953-1974, 9-234 f 
in industrial research, 
7-241 
Evaluation--Research 
Discriminability of Miner 
Sentence Completion Scale, 
7-243 
Supervisor ratings and job 
performance criteria, 
8-191 
Effect of expectations on 
performance, 8-40 
Early career performance 
program, 9-230 
Fringe benefits--Attitudes 
toward 
as affected by characteristics, 
4-77 
Job satisfaction--Research 
Related to mobility, 8-248 
Management functions 
Federal executives, 2-254 fg 
Role of education in 
preparing for, 9-229 
Management functions--Training 
Current, projected need, 12-260 
Manpower forecasting 
State-of-the-art, 11-256 
Manpower planning 
Labor market analysis, 2-281 
for 1970s, 11-260 
Mobility--Research 
"Net advantage" theory, during 
declining employment, 
2-285 


Motivation--Research 


fg 


fg 


Relationship between supervisors! 
leadership style and job 
performance, 6-245 

Obsolescence--Research 

Personal characteristics, 
5-212 

Personal characteristics and 
early work environments, 
5-213 

Pay--Evaluation 
EMC, 5-209 

Pay--Policies 
NSPE, 6-252 

Pay--Research 

Influence of quantity and quality 
of education, 5-214 
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ENGINEERS (Cont'd) 
Pay--Surveys 
Starting salaries, 1-259 
in R & D, 2-280 


fg 
Industry R & D, 1971, 2-287 
Scientific Manpower 
Commission, 3-213 
in industry, by degree level, 
job level, experience, 
geographic area, etc., 6-243 
Personnel policies--Bibliography 
*Public and private sectors, 
9-232 
Personnel problems--Research 
Air Force, 9-231 fg 
Placement--Surveys 
1973 graduates, 6-247 
Position description 
*Alternate jobs for 
unemployed, 12-259 fg 


Recruitment--Research 
Source, as determinant of 
effectiveness, 5-211 fe 
Redeployment 
National efforts for 
unemployed, 11-256 
Redeployment - -Research 
Factors in career transfer, 
King County, Wash., 1-257 
in California, 1-26] 
Aerospace professionals, 
8-246 
*from aerospace to urban govt., 
9-228 
Reemployment - -Evaluation 
DOL assistance program, 8-249 
Retraining--Administration 
for unemployed, 11-258 
Retraining--Case studies 
technology Utilization Project, 
1-260 
for careers in safety, RETRO 
in Florida, 6-253 
Statistics 
Immigrants, 1-262 
1969, 2-282 
1970 and 1972, 3-214 
Tests--Evaluation 
Vocational performance measures, 
10-244 
[raining--Research 
Requirements in 1966, 1-256 
Training--Research--Evaluation 
Identifying skills required, 
8-245 
Transfer--Research 
Effects on men and wives, 8-222 








ENGINEERS (Cont'd) 
- Unemployment 
Dimensions of problems for 
aerospace, 8-246 
Unions--Attitudes toward, 11-257 
Utilization 


to avoid technical obsolescence, 
3-212 
Utilization--Research 
Managerial and self-estimates 
of knowledge/skills used, 
2-283 
ENVIRONMENTAL WORKERS 
Career opportunities--Trends 
through 1975, 9-166 
EQUAL OPPORTUNITY IN EMPLOYMENT 
See also: Negroes--Employment; 
Mexican-Americans--Employment ; 
Women--Employment, etc. 
Administration 
Legal remedies for enforcement, 
5-35 
DOL and EEOC actions, 7-52 
New enforcement powers, 
EEOC, 7-57, 10-47 
Practicing EEO law on 
behalf of employer, 8-31 
Court-proof, 10-43 
Total approach, 11-57 
EEO Coordinating Council, 
11-61 fg 
in job layoffs, 12-69 
EEOC regulatory intervention, 
12-70 
Administration--Case studies 
through state civil rights 
laws, New Jersey, 1-42 
*Virginia, 5-38 
Administration--Conferences 
in Federal government, 4-43 fg 
Administration--Comparative surveys 
with regular personnel 
programs, 49 agencies, 
9-46 fg 
Administration--Evaluation 
Guidelines for agency internal 
evaluation, 4-42 fg 
Incisive or indecisive 
bureaucracy? 6-43 
Labor law vs. Title VII, 
11-54 
Administration--Factors affecting 
EEOC backlogs, 11-58 
Administration--Handbooks. 
for employers, 11-63 
Administration--Surveys 
Role of regulatory agencies, and 
AT&T settlement, 11-55 
Administration--Trends 
Increased use of EEO consultants, 
organizational status, 
9-43 





EQUAL OPPORTUNITY IN EMPLOYMENT (Cont'd) 
Case studies 
Hodgson v. Robert Hall Clothes, 
concealed sex-discrimination, 
12-68 
Decisions 
Court cases, 9-52 
*Selection court cases, 
Evaluation--Case studies 
G.E., 12-72 
Factors affecting 
Preferential hiring, 6-52 
Sex role stereotypes, 10-48 
Factors affecting--Research 
Industrial structure and 
performance of large firms, 
8-32 
*Bureaucratic responsiveness, 
12-73 
Laws, 1-44, 3-43 
Methods 
Positive discrimination, 
*NCSL guidebook, 2-54 
to alleviate ethnic 
discrimination, 3-4l 
to cope with affirmative 
action backlash, 3-42 
*Affirmative action, 7-55 fg 
*Selection practices, 12-65 
*Guide for Washington local 
governments, 12-74 
Methods--Case studies 
Construction industry, Wash., 
D.C. and Indianapolis, 
1-49 
Construction industry, 
Pittsburgh, 6-45 
Methods--Evaluation 
Compliance procedures under 
Title VII, 1-46 
EEOC and OFCC guidelines, 1-48 
Problems with EEOC guidelines, 
1-50 
*Guideline impediments, 2-50 
Affirmative action, pros and 
cons, 2-5l 
Legality of affirmative action, 
6-50 
Methods--Manuals 
Affirmative action workshop, 3-43 
*Seven-point work plan, 7-51 


12-66 fg 


2-53 


Policies 
Affirmative action, 5-37 
Preferential treatment, 7-53 fg 


Framework for compliance, 7-59 
Guide to Federal and state 
laws, 8-28 
Guidance to contractors, 
Policies--Effects 
on colleges and universities, 
4-38 


10-49 

















EQUAL OPPORTUNITY IN EMPLOYMENT (Cont'd) 

Policies--Effects (Cont'd) 

Reverse discrimination, 11-60 
Policies--Evaluation 

Goals and timetables, 5-36 fg 

Goals vs. quotas, 11-56 fg 
Policies--Handbooks, 8-27 
Policies--Surveys 

Colleges, 11-62 


Problems 
Discontent among young white 
males, 4-39 
Blacks vs. women, 10-46 
Reports 
EEOC, 10-51 
*Training--Courses of study, 
4-41, 10-50 
ETHICS 
Bibliography 
1950-70, 11-64 fg 
Policies 
*Guidelines for state legisla- 
tion, 9-55 


Responsibilities 
*Guidelines for public 
administrators, 3-44 
Integrating with political be- 


havior, 11-65 
*Canadian public servants, 
12-75 


Responsibilities--Laws 
*Financial disclosure, local govt., 
7-62 
Surveys 
Business and liberal arts 


t t 5-39 
EUROPE students, 3 


Civil service--Comparative surveys 
France, Gt. Brit., Germany, 
Russia, 3-50 
Executive Seminar Centers, 4-70 
4-72, 6-78 fg 
EXECUTIVES 
See also: Political executives; 
City managers; Negroes-- 
Executives; Women-- 
Executives, etc, 
Abilities 
Obtaining and maintaining 
power, 1-65 
Need for entrepreneurial 
attitude, 1-66 
Authority and influence, 
1-76 
of high talent personnel, 2-60 
to dominate system, 2-72 
for advancement, 2-73 
Successful antithetical 
manager, 3-51 
Guide to achieve results, 4-50 








EXECUTIVES (Cont'd) 
Abilities (Cont'd) 
Influence process between 
specialists and exec,, 4-167 
Action-guide for performance, 
promotability, 5-44 
Formula for success, 6-55 
Transactional analysis, 7-159 
Entrepreneur, 9-58 
Need to be "numerate," 9-66 
Talks on, 9-144 
3 basic skills, 10-63 
Realistic career goals, 10-66 
Profile, 11-70 
Time management, 12-82, 12-83, 
12-84, 12-86 
Ten keys to self-awareness, 12-162 
Chairman of board, 10-52 
Abilities--Case studies 
Using power, 1-63 
Adjusting to unpredictable 
situations, 3-52 
AT&T, longitudinal study, 5-41 
Abilities--Factors affecting 
Situational and task characteristics, 
10-67 
Abilities--Readings 
and cases, 1-64 
Abilities--Research 
Classifying jobs in terms of 
behavior required, 3-48 
Perception of time to learn job, 
9-60 
MBA grades related to pay, 11-71 
Abilities--Trends 
by 1984, 9-69 
Applications for positions 
Job search at 55, 12-77 
Applications for positions--Research 
MBA's, 7-4 
Attitudes 
*toward change thru training, 3-67 
Those who reach top, 10-57 
Disenchanted VPs, 12-79 
Attitudes--Case studies 
toward organizational change, 
7-70 
Attitudes--Comparative surveys 
toward jobs and rewards vs. 
supervisors, 2-296 
Functional specialization, 
culture, and preference for 
participative management, 9-39 
*Government and business, 9-62 
Predictive of success in U.S., 
Japan, India, Australia, 10-59 
1966 and present day, 11-73 
Attitudes--Research 


Reactions to installation of 
MBO, 3-54 











EXECUTIVES (Cont'd) 
Attitudes--Research (Cont'd) 
Conducting cross-cultural 
research, 6-60 
Personal value systems, 9-63 
Changes resulting from 
laboratory workshop, 9-82 
toward management science 
in 15 Federal agencies, 
10-56 
Attitudes--Surveys 
Federal bureaucrats toward 
deomocratic ideology, 5-17 
Career opportunities 
Businessmen in government, 
3-45 
Consultant operation, to 
find jobs, 7-67 
Career planning--Trends 
Second career, 8-38 
Career staffing 
Creating senior civil 
service, 1-235 
Career staffing--Evaluation 
Puffery in public sector, 
2-61 
Career staffing--Problems 
Frequent change of top 
personnel, 9-152 
Characteristics 
Building image, 1-55 
Hungry for success, achieve- 
ment, 1-60 
Compulsive manipulator, 2-64 
Empathy, 2-67 
FEI graduate, 2-84 
*Interpersonal relations in 
municipal government, 3-67 
Intellectual's misconceptions, 
4-49 
Composite MBA, 6-57 
Maverick, 6-59 
of helpful boss, 6-61 
of good decision makers, 7-71 
Chin-down manager, 8-36 
Horn tooting, 9-64 
Corporate planning director, 
10-58 
Grey Eminence principle, 12-85 
Characteristics--Research 
Action profile, 1-78 
Predictors of career expecta- 
tions, 4-51 
Satisfaction with work and 
non-work life roles, 5-42 
*Virginia, state government 
personnel, 6-62 
Settings, behaviors, organiza- 
tional performance, 8-37 
Relationship of role conflict, 
ambiguity, to job involve- 
ment, 10-61 
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EXECUTIVES (Cont'd) 








Characteristics--Research (Cont'd) 
Effectiveness as function of 
personality traits, 9-67 
National, organizational, 
individual correlates of 
decision-making, 9-68 
Federal engineer, 9-229 fg 
Behavioral style of 200 
American, 10-65 
Effective, ineffective 
traits, 11-75 
Characteristics--Case studies, 1-64 
AT&T longitudinal study, 5-41 
*Commonwealth of Kentucky, 9-65 
Characteristics--Comparative 
surveys 
*France, Gt. Brit., Germany, 
Russia, 3-50 
*Social backgrounds of British 
and American, 3-199 
Management scientists and 
general managers, 6-58 
Characteristics--Research 
Relationship to profitability and 
growth, Gt. Brit., 1-61 
Characteristics--Surveys 
MBAs, 6 classes, at 16 
graduate schools, 2-71 
*State government administrators, 
4-48 
Top executives, 5-43 
in 78 British companies, 7-69 
Profile of chief, 11-74 
Characteristics--Trends 
New style, 6-56 
Education 
Tax deductible expenses, 11-67 
Education--Case studies 
Harvard Business School, 2-80 
Education--History 
Graduate programs, 11-88 
Ethics 
Gt. Brit., Code of Conduct, 
3-26 
*Guidelines for public 
administrators, 3-44 
Evaluation 
in newly acquired company, 2-63 
Why most programs fail, 2-74 
Art and science of, 2-75 
Encouraging employee feedback, 
11-37 
Evaluation--Case studies 
Managerial grid, EBS Inc., 11-72 
Evaluation--Methods, 5-45 
Appraisal systems, 10-67 
Research approaches, 11-76 
Evaluation--Research 
Relating performance patterns 
to, 9-70 








EXECUTIVES (Cont'd) 
Evaluation--Research (Cont'd) 
Demographic correlates of 
style, 9-71 
Superior, self-rating 
comparisons, 12-87 
Evaluation--Self-analysis 
Device for time management, 
1-59 
to recognize and realize 
objectives, 3-53 
Evaluation--Surveys 
Ways organizations handle, 
links with long-range 
planning, pay, 7-72 
*Programs, in business and 
government, 8-39 
Fringe benefits, 8-45 
Dining room, 1-72 
Office furniture, 1-73 fg 
Key-man insurance, 9-74 
Preferred status symbols, 


10-68 
Law or no interest loans, 
11-83 
Fringe beneifts--Administration, 
6-64 


Fringe benefits--Evaluation 
Stock options, 10-71, 10-74 
Fringe benefits--Surveys, 10-73 
American Society of 
Association Executives, 


12-90 
Health 

Encouraging regular vacations, 
7-75 

Combating stress thru medita- 
tion, 8-41 

Physical fitness, drinking, 
11-77 . 


Health--Factors affecting 
Climb up hierarchical 
ladder, 10-60 
Internal conflicts of high 
achievers, 12-89 
Hours of work--Trends 
Part-time, 11-112 
Insurance 
Split-dollar life insurance, 
3-57 
Interchange 
Need for businessmen to take 
part in government, 10-53 
Interchange--Administration 
President's Commission on 
Personnel Interchange, 5-54 fg 
Interchange--Case studies 
Illinois Central Gulf Railroad, 
1-56, 6-75 
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EXECUTIVES (Cont'd) 


Interchange--Evaluation 
Benefits and difficulties, 


8-64 fg 
Job analysis--Comparative 
surveys 
*with middle managers, Canada, 
12-76 


Job analysis--Methods 
for quantitative assessments, 
1-126 
Job satisfaction--Factors affecting 
Assessment center experience, 
9-2 
Job satisfaction--Research 
Effect of organization 


structure, 1-132 fg 
Relationship to absenteeism, 

2-131 
Causes of alienation, 3-113 fg 


Leave--Case studies 
Sabbatical program with 
Metropolitan Cleveland 
JOBS, 3-47 
Leave--Policies 
Sabbaticals, 4-76 
Manpower forecasting--Methods 
Decision analysis, 11-69 fg 
Manpower planning 
to identify middle-level 
talent for top, 3-70 fg 
Staff succession model, 4-45 
*Management development, 
succession planning, 4-185 
*Australian public service, 
12-80 
Level-of-responsibility/ 
equitable payment 
model, 12-183 
Manpower planning--Factors affecting 
Managerial motivation, 1-57 
Medical care 
Company sponsored examinations, 
1-68 
Mental health 
Transcendental meditation, 1-67 
How psychiatrists handle 
problems, 1-69 
Manifestations of stress, 7-73, 
11-78 
Identifying functioning disturbed, 
7-74 
Mental health--Case studies 
Victims of success, 1-70 
Mobility--Case studies 
Breaking out, to alter life 
style, 2-58 
Mobility--Factors affecting 
Phase IV compensation controls, 
1-58 
Politics and career mobility 
5-6 fg 











EXECUTIVES (Cont'd) 
Motivation 
Power of individual, 1-78 
through pay, 3-58 
Motivation--Research 
Role theory in organiza- 
tions of varying 
degrees of structure, 
4-47 
Pay 
Stock plans, 1-71 
Company presidents, 2-76 
Motivational principles, 
3-58 
Calculating one's own worth, 
7-78 
in relation to sales, 9-72 
Related to MBA grades, 11-71 
Pay--Administration 
Types of salary structure, 
4-52 
Guide, 4-54 
Utilizing pay/performance 
guides, 4-57 
Incentive and stock plans, 6-66 
Performance bonuses, 6-67 
Based on contribution to 
organization, 6-68 
President's message on 
increases, 6-70 fg 
"Jackass effect," 8-43 
Effective systems, !1-79 
Pay--Attitudes toward 
Senior executives in large 
corporations, 6-69 
Changing views, 10-72 
Pay--Case studies 
McDonald's, 8-46 
Pay--Comparability 
by CSC, GAO, 10-194 fg 
Private sector rates, positions 
equal to GS-14/18, 11-86 fg 
Pay--Factors affecting 
Economic controls, 4-55 
in industry, 4-56 
Internal and external, 5-46 
Pay--Methods, 6-64, 8-45 
Pay-- Problems 
Compression crisis, 7-77 fg 
Pay--Regulations 
Wage stabilization guidelines, 
10-69 
Pay--Reports 
Executive, legislative, and 
judicial, and trends since 
1968, 4-58 fg 
Members of Executive Control 
Groups, 9-75 








EXECUTIVES (Cont'd) 


Pay--Research 
Predicting success of MBAs, 6-71 
Link between MBO and merit 
compensation, 7-192 
Relation to sales, profits, 
11-84 
Pay--Statistics 
*Federal, state, local, and 


industry, 4-58 fg 
*Municipal and county officials, 
5-47 


Pay--Surveys 
Small, investoreowned firms, 
trends, 1971-73, 3-55 
Dartnell, 22,000 executives, 
4-53 
Business Week, 6-65 
Bell Telephone Laboratories, 7-76 
McKinsey, 8-42 
Administrative Management, 8-44 
*Canadian govt. officials, 8-47 
Highest paid manufacturing, 9-73 
Dun's, 10-73 
AMA, 11-81 
Chief execs, 11-82, 11-87 
American Society of Association 
Executives, 12-90 
Pay--Trends 
Tying increases to performance, 
1-74 
Stock options, 3-56 
Top execs, 11-85 
Personnel policies 
Political activity, 11-218 
Contracts, 12-81 
*Personnel policies--Bibliography, 
9-61 fg 
Personnel policies--Research 
Multinational companies, 11-187 
Position description 
Corporate planning directors, 
10-58 
Problems--Special areas 
Stress of corporate system on 
wives, 2-62 
Safeguarding against kidnapping and 
extortion, 7-65 
Productivity--Factors affecting 
and effect on business, 10-54 
Recruitment 
Top talent for high level 
vacancies, 3-60 fg 
for company president, 5-48 
Finding and keeping entrepreneur, 
5-40 
High pay jobs, 12-91 











EXECUTIVES (Cont'd) 
Recruitment--ADP applications 
Hartford insurance, skills 
inventory register, 3-61 
Recruitment--Evaluation 
for high level positions in 
Federal government, 4-63 fg 
Recruitment--Factors affecting 
Environmental factors, 1-75 
Recruitment --Methods 
Search consultant, 4-59, 9-76 
Participative approach, 3-59 
Recruitment--Trends 
MBA grads, 3-62 
Reduction in force 
Guide for British, 
job after, 6-53 
Reduction in force--Case studies 
Aluminum Co. of Canada, Ltd., 
8-35 
Removal 
Outplacement consultants, 9-57 
Responsibilities, 1-76, 4-60 
Accountability technique, 
towards owners, employees, 
customers and public, 3-63 
Nature of managerial 
work, 4-61 
Historic stages of value 
styles, 5-49 
in changing organization, 7-79 
*Government managers, 10-64 
Responsibilities--Comparative 
surveys 
Leadership and management, 
Responsibilities--Surveys 
Chief financial officer in 
Canadian business, 4-46 
Retirement--Problems 
Planning for early retirement, 
7-64 
Rotation 
Alternative to formal training, 
9-85 
Selection 
*Ideologists, specialists or 
generalists? 2-69 
Selection--ADP applications 
Candidate identification 
system, 2-78 
Selection--Evaluation 
Federal Executive Development 
Program, 9-77 fg 
Selection--Methods 
for promotion, 2-78 
Academic personnel, 9-78 
Recognizing creative individual, 
12-93 
Selection--Planning 
for succession or replace- 
ment, 2-77 


to obtain 


1-77 


10-148 
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EXECUTIVES (Cont'd) 
Selection--Problems 
Choosing own successor, 
Selection--Research 
Formal decision model, 8-48 
Selection--Responsibilities 
Role of board of directors, 
9-80 
Selection--Surveys 
Current practices in Canada, 
7-80 
Selection--Trends 
toward multidimensional - 
multivariate criterion 
measures, 4-62 
Staffing--Problems 
Vanishing assistant, 7-68 
Compensation specialists, 
Staffing--Research 
Succession, 9-56 
Tests--Research 
to identify prospective general 
managers, 10-62 
Training 
Second career for 
1-81 
as part of organization's total 
operation, 1-87 
Generalists vs. specialists, 
2-87, 7-85 
to overcome communication 
barriers with EDP management, 
3-65 
to build and retain effective 
team, 3-69 
Contribution of business school, 
4-64 
to fully utilize secretaries, 
5-53 
Utility of technical 
education, 8-50 
for planned change, 8-66 
*for managing science and 
technology, 9-84 
to cope with antibusiness 
criticism, 11-89 
Training--Administration 
JDA to coordinate expectations 
and goals, 1-82 
Staffing and running team, 5-61 
Selling top management, 12-96 
Training--Attitudes toward 
Businessman's ideal MBA, 2-87 
Gt. Brit., 5-56 
*Government executives, 8-54 
Training--Bibliography, 3-234 
Training--Case studies 
Florida Atlantic Univ., 1-84 
Emphasizing MBO practices, NSF, 
1-153 fg 
Western Electric's "High Risk, 
High Reward" Program, 3-71 


12-92 


11-66 


shelf-sitters, 











EXECUTIVES (Cont'd) 
Training--Case studies (Cont'd) 
Continuing education programs, 
Arizona State Univ. and 
Lake Forest College, 3-73 
Bell System's Administrative 
Training Center, 4-65 
*ICMA programs, 5-50 
Missouri, Suburban Inter- 
governmental Network, 5-51 
General Telephone Co., South- 
west, transactional 
analysis, 5-52 
Stanford MBA's, 7-83 
*Health Administration, Univ. 
of Colo. Medical School, 
8-55 
Implementing system approach 
to organizational change, 
8-65 
*Pennsylvania Police 
Executive Program, 8-58 


Dept. of Labor, 9-83 fg 
Training--Catalogs, schedules, 
etc, 
AMA, 3-222, 7-81, 12-94 
CSC, FY 1975, 10-83 fg 


Training--Comparative surveys 
United States, Gt. Brit., Western 
Europe, 8-57 
Training--Courses of study 
Advanced Management Program, 
Harvard, 2-86 
Training--Determining needs 
*of various levels, 2-82 
due to increased supergrade 
retirements, 7-84 fg 
*Virgin Islands, 7-88 fg 
Training--Directories 
University-sponsored 
programs, 2-79 
*Private firms offerings, 6-76 fg 
Training--Evaluation 
Information processing approach, 
1-79 
External programs, 1-89 
Methods, concept, history and 
problems, 4-74 
University programs, 6-77 
Sequential, 6-79 
to obtain return on 
investment, 7-82 
Educational preparation of 
young, 7-263 
*Vermont, participant reaction 
in industry and government, 
7-273, 10-84, 10-85 
Trends, how to undertake 
and design, 8-51 
*Model, 10-76 











EXECUTIVES (Cont'd) 
Training--Evaluation (Cont'd) 
B-school and success, 10-79 
of redesign for transfer of 
learning, 12-95 
Training--Handbooks 
Setting, activity, case 
studies, 5-59 
Training--Institutes 
Federal Executive Institute, 
2-84, 3-74, 5-57, 6-78, 


8-60 fg 
McDonnell Douglas Corp., 

3-68 
Executive Seminar Centers, 

4-70, 6-78 fg 


Training--Institutes--Evaluation 
Executive Seminar Centers, 
Regional Training Centers, 
4-72 fg 
Training--Methods 
OD-management development 
conflict, 2-83 
on-the-job, 4-66 
Action-centred leadership, 4-133 
Models, 5-56 
Learning from real situations, 
6-74 
Systems approach, 7-86 
Ten mistakes of non-trainers, 
7-87 
Case method advocated for 
Gt. Brit., Europe, 8-56 
for effective facilitator, 8-62 
Project based, 10-75 
Quantitative, 10-80 
How to improve, 10-82 
Model for American Indians, 11-93 
Laboratory designs, 12-97 
Training--Methods--Evaluation 
Business games, 3-66, 8-61 
Transactional analysis, 10-78 
Systems approach, 12-98 
for trainers, 4-68 
Training- -Methods--Research 
Cognitive-oriented, in structured 
and unstructured groups, 11-91 
Training--Non-governmental facilities 
Education for mid-careerists, 2-85, 
8-59 fg 
Training--Planning 
On-the-job, 2-88 
to achieve better integration within 
organization, 3-64 
*Meeting needs of tomorrow's 
public service, 4-69 
Need to create in proper 
context, 5-58 
Training--Problems 
Forest personnel, 1-85 fg 








EXECUTIVES (Cont'd) 


Training--Readings 
for experienced manager, 
4-67 
for library management, 10-77 
Training--Reports 
*Oregon, 3-72 
Training--Research 
Self-concept changes between 
workshops, T-groups, 1-300 
History, present organization, 
top management involvement, 
total system involvement, 
4-71 
Modern Management Inventory, 
5-55 
Model for nonconventional 
advanced business admin., 
5-60 
*Model for graduate-level, 
9-81 
Behavioral changes related to 
laboratory-type, 9-82 fg 
Training--Self-aids, 11-90 
Acquiring skills, 
6-73 
Training--Surveys 
*Continuing education, issues, 
trends, etc., 1-83 
Status in Federal service, 4-70 fg 
Employee relations staff in 
20 Toronto companies, 
5-234 
Training--Transfer of 
Job implementation of, 4-73 
Guidelines, 8-63 
Organizational structure and, 
8-72 
Training--Trends 
State-of-the-art, 
Transfer--Effects 
Social dislocation, 
Travel--Surveys 
*Use of state aircraft, 7-63 
Turnover--Factors affecting 
Utilization of talent, 9-59 
Leadership style, job satisfac- 
tion, biographical 
factors, etc., 10-55 
Utilization--Research 
Relation to job mobility, 9-59 


10-86 


10-228 


FEDERAL EMPLOYEES 
Rights and privileges 
Securing and protecting, 
1-11 
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FEDERAL EMPLOYEES (Cont'd) 
Statistics 


Characteristics, census data, 


1-12 
Federal Employees Appeals Authority, 
7-3, 1ll-1l 
Federal Executive Institute, 3-74, 4-70, 
5-57, 11-14 


Federal Service Entrance 
See: Professional and 
Career Examination 
*FIREMEN 
Fringe benefits--Surveys 
Cities 10,000 and over, 
Labor relations 
Collective bargaining, 
impasses procedures, 
N.Y. City strike, 10-135 
Pay--Surveys 
Cities 10,000 and over, 
Personnel policies--Surveys 
in municipal departments, 4-187 
Selection--Research 
Entry-level positions, 10-250 
Tests 
Assessment center 
Tests--Evaluation 
Entry level exams, Calif., Nev., 
8-259 
Training 
Minority affirmative action 
program, 9-262 
Fitzgerald v. Hampton, 7-2 
Flexible working hours 
See: Hours of work 
FLORIDA 
Civil service--Training 
*Status of administrators, 
Follett, Mary P., 4-254 
FOOD SERVICES 
Surveys, 6-80 
FOREIGN NATIONALS 
Utilization 
as overseas managers, 2-199 
FOREIGN SERVICE OFFICERS fg 
Characteristics--Research 
Psychological flexibility and 
Department rigidity, 11-186 
Inventory and replacement --Evaluation 
Selection-out, 2-198 
Personnel policies 
Godfather approach to reinteerate 


Examination 
Adminis trative 


12-199 


10-132 


12-199 


model, 12-10 


12-290 


into home organization, 3-167 
Promotion 
Accelerating, 11-230 
Tests 


New approach, 7-258 
FORMS (Personnel ) 
*Massachusetts, 7-207 











FRANCE 


Manpower planning-+Policies, 4-149 
FREEDOM OF INFORMATION 

Right of access to government 
documents and records, 
CFR, 1-90 

Legal aspects of computerized 
systems, 8-98 

Stay of agency proceedings 
by courts, 9-86 

Bill of Rights and new 
information technology, 
10-87 

Nine exempt categories, Air 
Force, 11-94 

Sourcebook, 11-95 


Conferences 
Interagency administration of 
Act, 7-89 fg 
Government secrecy, 12-99 
Laws 
Seven yr. assessment, 11-96 
Readings 


Historic confrontation, 
executive privilege, 
guarantee clause, etc., 8-67 

FRINGE BENEFITS 
Administration, 10-190 
Negotiating, 8-69 
Administration--Case studies 

Varian Techtron Pty Ltd., 

Australia, 10-89 
Administration--Evaluation 

Cost to company, cost to 
employee, value to 
employee, 3-75 

Administration--Trends 

Drug, eye care, legal, 10-106 
Attitudes toward 

Use of variable benefits, 4-79 
Attitudes toward--Research 

Professional and non-professional 

employees' differences, 4-77 
Cost 
*Wisconsin, public and private, 
9-88 

Executive branch expenditures, 
FY 1973, 10-195 fg 

Inflation impetus, 12-100 

Evaluation 
Child day care, Labor Dept., 


12-101 fg 
OEO, Child Development Center, 
12-102 fg 


Evaluation--Methods 
Day care, 3-78 
Policies 
Maternity benefits, 1-96 
Giving and accepting business 
gifts, 2-231 





FRINGE BENEFITS (Cont'd) 
Policies--Case studies 
Quaker Oats, "cafeteria" 
compensation, 5-62 
Policies--Evaluation 
Cafeteria compensation, 5-63 
Policies--Surveys 
*Gt. Brit., industry and 
government, 2-89 
FED facts, 5-65 fg 
Special areas 
Career apparel, 1-91 
Christmas bonus, 1-93 


Prepaid legal insurance, 1-94 
2-90, 3-76, 4-78 
Statistics 
Percent of payroll, 1973, 
11-98 
Surveys 
*New York counties, 1-95 
Virginia manufacturers, 2-92 
*Nebraska police, 3-77 
*Virginia police, 3-79 
BNA, 6-80 
*Colorado, 10-90 
TVA, 10-91 fg 
Chamber of Commerce, 11-97 


f 
Trends, 4-13, 8-68 6 


Past five years, 4-179 fg 
and effects as motivators, 
8-70 
in Canada, 10-88 
1968-73, 11-199 fg 
Fulton Committee, 7-27 


GAMES, BUSINESS 
Bibliography, 1-297, 9-249 
Case studies 
OPRAD for R & D management, 
4-245 
GAO auditors, 9-263 fg 
NASA, 12-234 fg 
Directories, 1-297 
Evaluation 
Use for management training, 
3-66, 8-61 
Garfield, James A., 4-14 
GARNISHMENT, 11-203 
GEOGRAPHIC DIFFERENTIALS 
Surveys 
in U.S... 11-198 
GEORGIA 
Civil service--Training 
Multimedia approach, 6-270 











GERMANY 


Civil service, 5-19 
Gilbreth, Lillian, 4-254 
GOVERNMENT EMPLOYEES 
Rights and privileges 
Free speech protection for 
union members, 5-109 
Statistics 
Characteristics, census data, 
1-12 
GOVERNMENT SERVICE AS A CAREER 
Working for the U.S.A., 4-15 fg 
GRADUATE STUDENTS 
Manpower planning 
Doctorates, 2-175 
GREAT BRITAIN 
Civil service--Administration, 
3-22 
Recommendations on improvement, 
7-27 
Civil service--Appraisal inter- 
views, 10-198 
Civil service--Attorneys--Career 
opportunities, 9-21 
Civil service--Career opportunities 
for graduates, 2-21 
for school-leavers, 2-22 
Civil service--History 
1649-1660, 8-14 
Civil service--Pay, 3-170 
Standstill, 1972, 4-172 
Problems rising from counter- 
inflation, 6-183 
1956-72, 12-193 
Incremental systems, 12-195 
Civil service--Personnel research 
Behavioural Sciences Research 
Division, 12-221 
Civil service--Planning 
Suggested framework, 12-169 
Civil service--Political activity, 
6-213, 6-214 
Civil service--Problems, 6-20 
Civil service--Retirement 
Allocation for beneficiaries, 
12-246 
Civil service--Selection 
Extended interview procedure, 
3-215 
Civil service--Surveys, 4-17, 5-18 
Civil service--Training 
Videotape, 5-239 
Civil service--Women 
Facilitating employment, 1-311 
College graduates--Characteristics, 
2-24 
Employees--Participation in 
management 
J.S. Fry and Sons, 7-47 
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GREAT BRITAIN (Cont'd) 
Executives--Characteristics 
in 78 companies, 7-69 
Executives--Reduction in force 
Guidelines, to find new 
job, 6-53 
Fringe benefits--Surveys 
*Industry and government, 
2-89 
Hours of work--Surveys 
*Fifty companies, and Civil Service 
Dept., 5-74, 5-75 
Industrial relations 
Communications in, 2-31 
Guide, 10-213 
Manpower planning 
*Corporate and governmental, 
12-171 
Pay--Methods 
Measured day work, 5-155 
Personnel administration--Yearbooks, 
4-188 
Personnel directors--Directories 
and industrial relations specialists, 
5-175 
Productivity--Labor agreements 
1966-1969, 10-222 
Public administration, 9-214 
Removal--Policies 
Case law as result of Industrial 
Relations Act, 3-203 
Retirement--Benefits 
Changes following legislation, 2-221 
Retirement--Policies 
570 BIM and NAPF companies, 5-198 
Women--Career opportunities-- 
Directories, 10-287 
Women--Employment 
in top jobs, 2-332 
GRIEVANCES 
Administration 
Agency compensation for legal 
fees, 1-97 fg 
Foremen's views, 7-94 
Causes--Case studies 
in modern factory, 6-37 
Control--Methods 
Group-gripe meetings, 2-93 
Procedures 
*Arbitration, 1-99 
*for public school employees, 1-100 


Complaint filing guide, 8-141 fg 
*N.Y. State, under Taylor Law, 
9-128 
Procedures--Case studies 
Postal Service, 2-142, 6-125 fg 


*Adjudication, in Canada, 6-2 
Procedures--Surveys 
Connecticut companies and unions, 
1-98 














GRIEVANCES (Cont'd) 
Procedures--Training 
*for supervisors, 8-126 
Responsibilities 
*Supervisor, steward, 10-131 
GROUP RELATIONS 
See also: Intergroup relations; 
Human relations 
Effects--Research 
on individuals in organizations, 
8-71 
Methods, 2-94 
to improve group without 
thwarting individual, 4-86 
for managers, 4-142 
Normative system, 11-100 
Methods--Research 
Group maintenance, 12-104 
Team spirit vs. individual, 
12-105 
Research--Readings 
Small groups, 1-119 
Surveys 
Developing positive atmosphere, 
9-92 
Guiteau, Charles J., 4-14 


H 


HANDBOOKS , EMPLOYEE 
Dept. of Agriculture, 6-83 fg 
Planning, 1-101 
HANDICAPPED 
See also: Blind; Deaf 
Awards 
Outstanding Federal employee, 3-81, 
7-75, 10-95 fg 
Employment 
Examples, 9-94 
in routine jobs, 12-106 
Employment--Attitudes toward 
Thirty-one employers, 4-80 
Myths, and reality, 10-94 
Employment --Bibliography 
Work adjustment, 1-104 
Employment --Problems 
Loss of Medicare benefits, 11-102 
Employment --Research 
Effect of psychosocial factors on 
success, 12-107 
Insurance 
Workmen's compensation in relation 
to sheltered workshops, 3-37 
Training--Bibliography, 1-104 
Training--Methods 
Family group therapy, 3-80 
Utilization 
Ways training director can promote 
integration, 1-102 





Hatch Act, 5-180, 8-201, 8-202, 8-203 fg 
HAWAII 





Civil service--Collective bargaining 
Mandatory agency shop, 6-128 
Civil service--Labor-management relations 
Strikes, arbitration, legal 
mechanisms, etc., 12-145 


HEALTH, EMPLOYEE 


See also: Medical care; Mental health 
Administration 
Employee publications as medium for 
promoting, 1-168 
Guide, 5-208 
Health maintenance organizations, 9-96 
Employer-sponsored physical fitness 
programs, 11-105 
Administration--Case studies 
Merck and Co, hypertension detection, 
8-163 
Administration--Reports 
Occupational safety and health, 4-218 
Case studies 
Auto industry workers, 2-95 
Effects 
Relationship to productivity, 6-86 
of disability on labor supply, 12-108 
Factors affecting 
Hazards in workplace, 2-96 
Energy requirements of work, 3-83 
Industrial stress, 4-81, 5-67 
"Workaholic," 10-96 
Policies--Handbooks 
*OSHA, 8-238 fg 
Responsibilities 
Role of CSC, GSA, Public Health 
Service, DOL, 8-76 fg 
Role of personnel dept. in hearing 
conservation, 9-95 
Statistics 
Federal government, 1972, 2-278 fg 
by industry, 1971, 4-82 


HEALTH MANPOWER 


See also: Nurses; Physician's 
assistants 
Bibliography, 1-107, 2-100, 2-103, 3-85, 
9-100 
Career opportunities 
Professional and paraprofessional, 
1-109 
Guidebook, 1-111 
from military service to VA hospitals, 
6-90 
Career opportunities--Surveys, 2-98 
Career planning--Handbooks, 7-99 
Emp loyment--Surveys 
Training, licensing, unions, etc. ,5-68 
Manpower planning--Case studies 
Mental health areas, Ill., 11-107 








HEALTH MANPOWER (Cont'd) 
Manpower planning--Handbooks 
Model, 9-99 
Manpower planning--Legislation 
to correct geographic maldistribu- 
tion, 7-98 
Manpower planning--Reports 
Task Force on Manpower Distribution 
Project, 2-102 
Manpower planning--Surveys 
Needs and alternatives, 1-110 
Personnel policies 
Homemaker/health aides, 6-88 
Qualifications--Reports 
Professional licensure, 12-110 
Statistics 
Occupations, licensure, accredita- 
tion agencies, 1-112 
Training--Administration 
of Health Manpower Education 
programs, 3-86 
Training--Planning 
Guide, 1-108 
Training--Research 
Underemployed Mexican-Americans, 
1-29 
Utilization 
Health care teams, 3-84 
Nurse practitioners, 8-78 
Utilization--Planning 
Methods to solve shortages, 2-101 
Simulation model for teams, 4-83 
HEARING EXAMINERS 
See: Administrative law judges 
HEAR INGS 
Policies 
Open hearing, 8-1 fg 
HIGH SCHOOL GRADUATES 
Employment--Surveys 
1972 class, 1-323 
HOLIDAYS 
Comparative surveys 
European Economic Community, 12-157 
Labor agreements, 3-244 
HOMOSEXUALS 
Employment--Trends 
toward hiring and promoting, 8-33 
Personnel problems, 9-42 fg 
HOSPITAL WORKERS 
Labor relations--Case studies 
Reason for few disputes, 2-117 
Productivity--Handbooks, 12-224 
Turnover--Factors affecting, 3-133 
HOURS OF WORK 
See also: Shorter workweek; Night 
work; Part-time work; Scheduling 
Administration 
Guide to flexible hours, 5-69 
Administration--Research 
Australia, flexitime, 7-102 
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HOURS OF WORK (Cont'd) 
Applications 
Flexible schedules, to North America, 
2-104 
for better use of womanpower, 6-286 
Attitudes toward 
Flexible week, Gt. Brit., 1-113 
Nurses, toward 10-hour shift, 4-85 
Management, union, employees, 6-95 
of clerical workers to flextime, and 
of supervisors and managers, 10-99 
Bibliography, 2-106, 9-103, 9-156 
Comparative surveys 
European Economic Community, 12-157 


Effects 
on motivation and productivity, 5-76 
Evaluation 
Flexible time, 1-118, 6-91, 7-103, 
10-101 


4/40, and flexi-time, 5-73 
Factors affecting 
Need to coordinate policy and 
research in work/leisure area,3-89 
Legislation 
Flexible Hours Employment Act, 
2-109 fg 
Methods 
Altered, compressed, flexible, 8-80 
Flextime ,4-day week, 11-109 
11-110 
Methods--Case studies 
Flextime, Vancouver firm, 1-115 
*Flexible, British civil service, 1-116 
Company experiences with four-day, 
three-day, flexible, 5-72 
Flexible, in British industry, 5-75 
*Flextime, Inglewood, Calif., 7-105 
Australia, 4-day week, 9-day 
fortnight, 19-day month, 10-98 
Variable, Mutual of New York, 11-108 
*Flextime, Canadian industry and 
govt., 11-113 
Methods--Surveys 
*Fifty British organisations, Civil 
Service Dept., 5-74 
Planning--Handbooks 
Flexitime, 10-102 fg 
Surveys 
Patterns and implications, 2-106 
throughout life, year, week and day, 
2-108 
Flexibility, trends and experiences, 
3+87 
Relationship to productivity and 
technocracy, 5-70 
Flexitime, Australia, 7-101 
Flextime, U.S. firms, 12-111 











HUMAN RELATIONS 
See also: Organizations--Human 
relations; Intergroup relations 
Applications--Readings 
in administration, 2-111 
Case studies, 5-79, 6-97 
Factors affecting--Research 
Interpersonal communications, 3-25 
Methods 
Resolving conflict, 1-120 
Transactional analysis, 2-110, 3-92, 
3-93, 5-77, 7-159, 8-81, 8-83, 
10-104 
Negotiating, 2-112 
Radovic rule, 2-113 
through individual improvement, 
2-114 
for successful interaction, 5-80 
Guide for managers, 5-81 
for supervisors, 6-259 
Face to face, 10-105 
Readings 
Humanizing work environment, 9-105 
Research 
Small groups, 1-119 
Research--Methods 
Approaches, perspective for future, 
5-78 
Training 
to overcome cultural and work 
differences, 7-106 
Training--Case studies 
TA at American Airlines, Bank of 
America, Mountain Bell, 3-240 
*Police, Syracuse, N.Y., 11-116 
Training--Courses of study 
*for public administrators, 12-112 
Training--Handbooks 
Guide to 75 instruments, 8-82 
Training--Methods 
to deal with poor Labor/industrial 
relations, 1-278 
Transactional analysis in organiza- 
tions, 3-240 fg 
Training--Self-aids 
Management transaction audit, 1-121 
Human resource accounting, 1-203, 1-205, 
1-211, 2-136, 2-195, 2-222, 7-200, 
8-195, 10-206, 10-211, 10-215, 
12-213 
Human resource planning, 6-161 


I 


IDAHO 
Civil service--Pay 
Planners, 12-190 











ILLINOIS 
Civil service--Assessment centers, 12-9 
IN-BASKET TRAINING 
Methods--Handbooks, 2-320 
INCENTIVE AWARDS 
See also: Awards 
Administration 
Eligibility question, 4-87 
Value Improvement Program rather than 
traditional, 4-88 
for effective system, 6-99 
Drug Enforcement Administration, and 
other major Federal, 6-100 fg 
*in local government, 6-101 
Legal relationship, 11-117 
Improving quality of suggestions, 
12-113 
*Administration--Bibliography, 12-217 fg 
Administration--Evaluation 
Programs for Navy officers, 3-94 fg 


Government employees, 8-3 fg 
Statistics 

NASS, 9-8 
Surveys 

FED facts, 9-9 fg 


INCENTIVE PAY 
Administration--Case studies 
Allis-Chalmers, 8-180, 8-181 
Administration--Factors affecting 
Groups causing failure or success, 
12-202 
Bibliography, 2-245 
Scanlon plan, 2-48 
Methods 
Performance-bonus approach, 8-184 
Methods--Research 
Based on time and quality, 9-183 
Evaluation 
Incentive compensation and organiza- 
tion design, 7-193 
Effects--Research 
on employee motivation and satisfac- 
tion, 5-158 
INCENTIVES IN INDUSTRY 
Case studies 
Motorola, Inc., entertainment, 9-106 
INCOME LOSS PROTECTION 
Evaluation, 9-38 
INDIA 
Civil service--Training 
Conceptual framework, 11-283 
Industrial relations--Problems 
and in personnel administration, 2-223 
INDIANS 
Emp lLoyment --Methods 
*to increase, 7-54 
Executives--Training 
for those on reservations, 11-93 








INDUSTRIAL RELATIONS 
Bibliography 
Technical resources, 4-127 
Case studies 


™ Housekeeping workers in hospital, 
2-117 
Comparative surveys 
International, 1-142 
European approach, 5-34 
Conferences 
IRRA, 12-142 
Women and work, 12-317 
Methods 
Psychological contracts, 9-107 
Gt. Brit., 10-213 
Readings 
Progress and prospects, 5-150 
Unionism, collective bargaining, 
EEO, etc., 12-139 
Research--Bibliography 
Theses and dissertations, 1972, 
8-84 
Surveys 
Japan, 6-204 
Trends 
Next twenty-five years, 2-116 
Yearbooks 
BNA, 8-119 
INDUSTRIAL RELATIONS SPECIALISTS 
Attitudes--Surveys 
Canadian, 7-206 
Directories 
Gt. Brit., 5-175 
INSTRUCTORS 
See also: Training officers 
Responsibilities 
Conscious competency, 9-250 
rraining--Case studies 
[Travelers Corp. of 
Hartford, 7-275 


Training--Courses of study 
for management trainers, 4-68 
Training--Methods 
Time saving ideas, 7-261 
INSURANCE 
Attitudes toward 
Group legal plans, 1-94 
Benefits--Surveys 
*Federal govt., large private and 
public employers, 5-64 fg 
Conferences 
Actuaries in Public Practice, 7-90 
INSURANCE, DISABILITY 
Administration 
*Canadian Public Service, 8-85 
Cost, 9-38 
Surveys, 9-37 








INSURANCE, HEALTH 


See also: Dental care--Insurance 
Administration 
National health insurance, 
Administration--Evaluation 
Blue Cross, 8-86 
Federal Employees' Health Benefits 
Program, 10-110 fg 
for retirees before July 1960, 
11-118 
Administration--History 
Federal Employees Health Benefits 
Program, 10-109 fg 
Administration--Surveys 
Collectively bargained fund, computer 
concepts, legislation, etc., 10-106 
Attitudes toward--Surveys 
*California state employees, 5-82 
Benefits--Surveys 
Information for choosing plan, 5-83 fg 
Federal Employees Health Benefits 
Program, 10-108 fg 
Coverage--Cost 
of including alcoholism, 1-122 
Coverage--Surveys 
Group health, full-time employees, 
1972, 6-102 
Factors affecting--Surveys 
Legislative proposals, 11-119 
Handbooks, 2-119 
Social security, medicare, etc., 
12-244 


6-103 


fg 


Laws 
HMO sourcebook, 7-107 
Legislation 
National health insurance, 6-105 
Policies--Effects 
National health insurance, 10-107, 
10-111 
Statistics 
Group plans, 1973, 9-108 
Sourcebook, 9-109 


Federal employees, 10-93 fg 
Surveys 
*State employees, Calif., 1970-71, 
12-114 
Trends 
Rising costs, self-insurance, etc., 
6-104 


Group plans, 1968-1973, 9-108 


INSURANCE, LIFE 


Administration--History 
Federal Employees Group Life Insurance 
Program, 10-112 fg 
Administration--Reports 
Veterans and servicemen, 9-110 fg 
Handbooks, 2-119 
Policies 


to conserve university resources, 
11-120 











INSURANCE, LIFE (Cont'd) 
Statistics 
Federal employees, 
10-93 fg 
INTERCHANGE, PERSONNEL 
Administration 
Locating Federal talent for 
temporary assignments, 8-87 
Methods--Research 
between Navy and industry, 
12-296 fg 
Surveys 
IPA provisions, 3-95, 10-115 
INTERGOVERNMENTAL RELATIONS 
Administration--Evaluation 
Federal regional councils, 
10-225 fg 
Personnel aspects 
See also: Interchange, Personnel 
Temporary assignments, 3-95 
Pay in mobility assignments, 3-96,fg 
Grant awards, fy 1973, 3-97 
Grant projects, 5-84, 9-111, 9-112, 
12-219 
IPA provisions, 6-108, 6-109 
Locating Federal talent for 
temporary assignments, 8-87 fg 
Free services, Lowa counties,10-113 
Technical assistance, 8-89, 10-114 
Personnel aspects--Case studies 
Utah State Dept. of Community 
Affairs, 7-108 
South Dakota, 7-109 
New Mexico, 1-123 
Connecticut, 6-107 
Systems improvements, 8-88 
Personnel aspects--Evaluation 
Selection Consulting Center, Calif., 
12-264 
Personnel aspects--Reports 
President's Advisory Council, 
12-215 fg 
Personnel aspects--Surveys 
What IPA grants mean to employees, 
6-106 
INTERGROUP RELATIONS 
Effects--Research 
Heterogeneity and homogeneity in 
problem-solving, 5-66 
Factors affecting--Research 
Reactions to employing blacks, 1-33 
INTERNSHIP 
Administration 
*Expanding opportunities through 
university, 3-99 
*Alleviating misunderstandings 
regarding govt., supplying 
needed manpower, etc., 4-91 
Case studies 
*High school students in municipal 
government, 3-98 





INTERNSHIP (Cont'd) 
Case studies (Cont'd) 
*Public relations interns, Lakewood, 
Calif., 7-110 
*Executive High School Internships, 
N.Y.City, 7-111 
*Illinois state, 7-112 


White House Fellows, 11-121 fg 
Directories 
White House Fellows, 2-120 fg 
Surveys 
*in public service, 1-124 
INTERVIEWERS 


Attitudes--Research 
Women interviewed differently than 
men, 7-91 
toward hypothetical university 
graduates, 11-122 
Training--Methods--Evaluation 
Videotape and role-playing, 2-123 
INTERVIEWING 
See also: Appraisal interviews 


Evaluation 
Recruiters and students, of each 
other, 7-94 


Factors affecting 
and guidelines for manager, 1-125 
Behavioral dimensions, 8-95 
Factors affecting--Research 
Race of interviewer and reasons given 
by black job seekers for leaving 
previous jobs, 2-121 
Applicant stereotypes, order, and 
information, 6-111 
Methods, 3-100, 5-85 
Oral interview boards, 4-94 
Guidelines, 4-95 
Six areas to consider, 7-92 
Questions not to ask, 7-93 
Transactional, 7-113 
Behavior modification, to reduce 
anxiety, 8-96 
With women candidates, 9-113 fg 
Selling job to applicant, 10-116 
Problems 
Lack of planning, and other, 2-122 
Research 
Preference for motivator and hygiene 
factors, 6-110 
Comparability of interviewer, group, 
and individual ratings, 6-112 
Training 
for students, 11-123 
INVASION OF PRIVACY 
See also: Polygraphs 
Criminal justice data banks, 3-101 
Code of fair information practice, 
5-87 
GSA computer network, 7-114 
*Model policy for local government, 
7-116 








INVASION OF PRIVACY (Cont'd) 
*Application to public employment 


decisions, 8-97 
Administrative impact, 8-99, 12-16 
Reversal of public, private roles, 
8-101 
Institutional trends in Gt. 
and U.S., 8-102 
Subject's right of access, 11-124 
Constitutional rights, 11-125, 
7-115 
Bibliography 
Databanks, 7-115, 9-190, 
11-127 
Conferences 
Government looks at databanks, 
11-126 
Factors affecting 
Computers and data banks, 2-124, 
2-125, 4-96, 4-97, 5-89, 8-98, 
8-100, 8-102, 9-189, 10-117, 
12-115 
Wiretapping and electronic eaves- 
dropping, 5-86 


Brit. 


10-118, 


Research 
in personnel selection process, 
2-126 
Attitudes toward Federal govt. data 
surveillance, 9-114 
LOWA 
Civil service--Laws, 12-34 
Civil service--Planning, 10-208 
Civil service--Training, 6-267, 11-290 
ISRAEL 
Civil service, 9-22 
a 
JAPAN 


Industrial relations--Surveys, 6-204 
JOB ANALYSIS 
Applications 
to job satisfaction measurement, 
3-121 
Sensitivity to group job descrip- 
tion inaccuracies, 8-204 
Identifying on-the-job training 
content, 8-274 
*in merit system, 9-245 
Applications--Research 
Physical correlates of variety in 
work, 4-98 
Bibliography, 2-245 
Case studies 
*Job Trials program, Pa., 
Methods, *6-114, 10-190 
for supervisory and managerial 
positions, 1-126 
*Developing & documenting data,3-102 


8-103 
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JOB 
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ANALYSIS (Cont'd) 

Methods (Cont'd) 
Comprehensive plan, 6-113 
*Pa. Civil Service, 9-116 
Documentation, 11-263 
in test construction, 

Methods--Case studies 
for human resource management, 7-105 

Methods--Handbooks 
for occupational therapy, 7-117 
*Washington State, 7-118 
Collecting job information, 8-104 

Research 
Task difficulty and task aptitude 

benchmark scales, 3-103 
*Policemen, 9-115 
Computer programmers, 11-7 

Training--Handbooks 
for instructor, 9-117 

Training--Methods 
Functional Job Analysis, 12-116 

DES IGN 

Applications 
to motivation, 

Case studies 
Richard Baxendale & Sons Ltd., 1-127 
Assembly line, Dutch and Swedish 

manufacturing companies, 2-127 


fg 
12-276 


fg 


2-185 


Motorola, Inc., 9-191 
Effects 
on pay, 7-119 


Effects--Research 
on satisfaction, performance, 12-134 
Evaluation 


Means and ends, 1-128 
Factors affecting 
Upward mobility, 10-119 fg 


Methods 

Multiple track system, 11-128 
Methods--Evaluation, 3-117 
Methods--Research 

Contingency model, 7-120 

in six U.S. companies, 7-125 
Readings, 9-124 
ENRICHMENT 
Administration 

Approach to selecting jobs, 1-130 

Five steps in implementing strategy, 

4-100 

Applications 

in designing automated systems, 12-14 
Applications--Surveys 

Use by 125 industrial companies, 3-107 
Attitudes toward 

Framework for, 4-101 

Twenty-two arguments against, 4-105 
Bibliography, 5-91, 7-106, 12-117, 12-217 
Case studies, 5-91, 7-106 


Pay Board, 1-129 fg 











JOB ENRICHMENT (Cont'd) 
Effects 
on productivity and job satisfac- 
tion, 3-106 
Evaluation 
Pro and con, 7-122 
Factors affecting 
Attitude of those managing area 
enriched, 9-118 
Methods, 2-128 
Action plan, 3-104 
to revive commitment to work, 3-108 
Reading at work station, 4-102 
thru job redesign, 5-90 
and cases, 7-106 
thru autonomous groups, 10-120 
Work teams, General Foods, 11-129 
Five approaches, 11-130 
Sweden, for blue collar, 11-131 
Action guide, 12-117 
Methods--Case studies 
*British civil service, clerical 
workers, 3-105 
U.S. and France, 4-99 
Methods--Evaluation 
Orthordox, 10-125 


Planning 
as reaction to production line, 
4-99 
Contingency approach, 4-103 
Problems 


Misconceptions, 1-131, 3-109 
How to avoid, 7-123 
Research--Surveys 
Gt. Brit., 10-122 
European studies, 12-120 
Surveys, 9-206 
Concept, applications, adjusting to 
enriched jobs, benefits and 
limitations, 4-104 
Studies, models, job redesign, 
10-121 
Theory--Evaluation 
of Herzberg, 5-99 
Trends 
1970's, 2-129 
Humanizing work, 7-121 
JOB EVALUATION 
Administration 
among companies with investments 
overseas, 3-111 
Administration--Case studies 
*Factor-point system, Calif. 
school district, 9-119 
Applications 
Identifying similar jobs, in dif- 
ferent companies, 12-189 
Factors affecting--Research 
Differential job perceptions, 12-118 








JOB EVALUATION (Cont'd) 
Methods, 3-110, 5-92, 10-190 
Methods--Bibliography, 2-245 
Methods--Evaluation 

System for Federal government, 
11-132 
Factor comparison point, 11-188 
Methods--Research 
Factor-ranking benchmark system, 
8-107 fg 
"Policy-capturing" approach, 12-119 
Principles, 3-110 

JOB INSTRUCTION TRAINING 

Methods 
Model, 4-238 
Job posting 


fg 


See: Advertising--Recruitment 
JOB SATISFACTION 
Applications 
to describe organizations as 
reinforcer systems, 4-108 
*Bibliography, 12-217 fg 
Worker alienation, 12-131 
Case studies 
*Municipal employees, in five cities, 
2-254 
People talk about their work, 4-113 
Comparative surveys 
College graduate airmen and non- 
graduates, 3-133 fg 
Negro-white differences, 4-114, 8-110 
Black and white blue-collar workers, 





8-110 
Cost 
Economics of worker alienation, 7-129 
Effects 


on manpower planning, 6-120 
Effects--Research 
*on absenteeism, 3-120 
on labour turnover, 4-112, 10-139, 
12-133 
on retention of counselors in 
rehabilitation agencies, 3-137 
Professional employees' preference 
for, 10-127 
on mental health, 10-128 fg 
on attitudes toward collective 
bargaining, 11-156 
Evaluation 
Work ethic still alive, 1-135 
Evaluation--Methods 
Structure and stability of: various 
measures, 2-132 
Framework for people to judge them- 
selves, 8-108 
"Quality of working life'' indicators, 
8-114 
Worker Opinion Survey on shop-floor, 
10-123 








JOB SATISFACTION (Cont'd) 


Evaluation--Methods (Cont'd) 
Methodological problems, 
Evaluation--Research 
Technicians, U.S. Forest Service, 
10-126 fg 
Factors affecting 
Limited employee mobility, 
Management practices, 5-95 
Modern industrial systems, 5-97 
Decline, 8-166 
Amenities of workplace, 9-125 
Importance of determining cause of 
dissatisfaction, 9-126 
Needs fulfillment among profes- 
sionals, 11-135 
Thirteen dilemmas, 12-130 
Factors affecting--Comparative surveys 
between minority and non-minority 
workers in medium-sized chemical 


10-124 


1-134 


plant, 3-118 
*Blacks and whites, 4-111 
Sex differences, 8-115 


Factors affecting--Research 
Organization structure and satis- 
faction of managers, 1-132 .fg 
Perceived similarity, personality, 
and attraction of organization 
members, 2-130 
Relationship with absenteeism 
among managerial personnel, 2-131 
Realistic job preview, 2-134 
Organization itself, 2-135 
among professional and managerial 
personnel in three agencies, 
3-113 fg 
Salary variables, 3-116 
among men age 45 to 59, 3-119 
Tolerance for bureaucratic 
structure, 4-106 
Role ambiguity and locus of 
control, 4-110 
Decisional participation, among 
manufacturing personnel, 5-93 
Role clarity and need for, in three 
occupational groups, 5-98 
Perceived purposefulness of job 
behavior, 5-101 
Incentive pay systems, 5-158 
Elements of work environment, 
Urban-rural backgrounds, 6-116 
among solid waste management 
employees, 6-117 
Relationship with personal adjust- 
ment, 6-118 
Causal-correlational analysis of 
satisfaction and performance, 


6-119 


6-115 








JOB SATISFACTION (Cont'd) 
Factors affecting--Research (Cont'd) 
Considerations, initiating structure, 
and organizational criteria, 7-124 
Biographical and employment variables, 


7-126 
among postal clerks, 7-127 fg 
White-collar-blue-collar differences, 
7-128 


Reward systems, among telephone 
workers, 7-130 


among Navy enlisted men, 7-132 
12-122 fg 
Herzberg's theory among librarians, 


7-133 
as function of job level, 8-111 
Transition to four-day week, 9-104 
Economic viewpoint, 9-120 
Need type, 8-112 
Perception of other work roles, 9-121 
among work-study students, 11-139 
Message distortion, 11-140 
Value orientation, organizational 
rewards, 12-124 
Goal setting, performance and satis- 
faction, 12-127 
Interaction of subordinate 
characteristics, 12-128 
Office landscaping, 7-131, *12-129 
Relationship between performance, 
attitudes, 


and leader 


situational character- 


istics, 12-132 

Interaction of task design, work 
values, 12-134 

Job scope, 12-136 


Individual differences related to job 
characteristics, 12-137 
Task enrichment, pay, 12-142 
Factors affecting--Surveys 
Individual adaptive behavior vs. 
fixed state, 5-102 
among male employees, 
Methods 
Guide to job freedom, 3-114 
to help alleviate negative feelings, 


7-135 


3-122 
Job involvement and communications, 
7-134 
thru change in nature of work, 11-133 
Humanizing organization, 11-138 
Multipurpose man, 12-126 
Methods--Case studies 
Different countries, 5-97 


in France, 5-99 
Methods--Surveys 
Job restructuring, rotation, autono- 


11-134 


mous work groups, etc., 
Readings, 9-124 











JOB SATISFACTION (Cont'd) 
Research 
Difficulties of, 3-112 
Data on alternative careers to 
predict career retention, 4-109 
Discrepancy model, 5-96 
Prediction models, 9-122 
Racial differences, 11-136 
*Policemen, 11-137 
Word processing operators, 12-123 
Army Word Processing Center, 
12-125 tg 
Research--Methods 
Regression, 3-121 
Research--Surveys 
Six U.S. companies, 7-125 
Implications for Navy manpower, 
9-123 fg 
Gt. Brit., 10-122 
European studies, 12-120 
Surveys, 3-115 
General thinking, 1-133 
What constitutes good working life, 
4-107 
Criteria for quality of working 
life, 5-103 
Current state, future trends, 10-129 
Theory--Research 
Defense mechanism and Herzberg, 
5-100 
Scaling bias in Herzberg's, 8-109 
Trends 
Changes in work and its meaning for 
individuals, 3-117 
Causes and effects of dissatisfac- 
tion, 4-116, 5-94 
Changing work ethic, 12-121 
Trends--Surveys 
Evaluating changes, 1-136 
1958-73, 8-113, 12-135 
Johari window, 3-67, 9-26 
* JUDGES 
Abilities--Factors affecting 
Time pressure, distractions and 
decision making, 12-55 
Evaluation 
Counterpart to merit selection, 
12-88 
Pay--Administration 
: State commissions, 10-187 
Pay--Trends 
since 1968, 4-58 fg 
Retirement 
Age discrimination, 8-171 
Selection--Comparative surveys 
Elected and appointed systems, 
8-254, 9-79 











LABOR FORCE 


Bibliography 
Employment and unemployment 
problems, 8-116 
Factors affecting 
Increasing number of college 
grads, 6-22 
Manpower programs, 8-23 
Disability, 12-108 
Factors affecting--Research 
in year 2001, 2-136 
Factors affecting--Surveys 
Economic forces, on men and 
youth, 2-138 
Research 
Interactions of labor, 
leisure, politics, 7-137 
Manpower Research Institutional 
Grant Program, 8-161 
Research--Bibliography 
Doctoral dissertations completed 
under Manpower Admin, 
grants, 2-139 
Statistics 
Nonagricultural, 1909-72, 
1-197 
SMSAs, 1970, 5-104 
Social conditions and trends, 
5-105 
Statistics--Handbooks 
BLS, 1973, 7-138 fg 
Surveys 
Manpower report of President, 
6-160 
Socioeconomic status of men, 
1962-72, 12-138 
Surveys--Bibliography, 9-156 
Trends 
by age and sex, 1980, 1985 and 
1990, 1-137 
Reduced labor pool for menial 
jobs, 2-137 
Worker dissatisfaction and need 
for effecting change, 5-94 
LABOR-MANAGEMENT RELATIONS 
Note: All items under this 
heading relate to the public 
service or the Federal govern- 
ment (fg). For non-government 
items See: Industrial relations. 
See also: Collective bargaining, 
Arbitration, Negotiation. 
Administration 
Federal regulation of non- 
federal public employee, 


1-139 
Improving Federal employee 
bargaining, 2-146 fg 
Management rights, 5-119 fg 


Improving municipal, 5-168 
Management reserved rights, 
12-142 
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LABOR-MANAGEMENT RELATIONS (Cont'd) 
Administration--Directories 
National organizations of state 
and local governments, 
associations of public 
officials, 3-132 
Administration--Reports 
*Canada, 4-121 
Administration--Surveys 
Structure in 12 state govern- 
ments, 11-148 
Attitudes toward 
in council-manager governments, 
9-135 
Attitudes toward--Research 
Allegiances of unionized 
public employees toward 
employer and union, 6-121 
Bibliography 
Technical resources, 4-127 
Case studies 
Federal Reserve System, 
Decisions 
Calif., MMB Act, 8-125 
Rulings of Asst. Secretary of 
Labor for Labor-Management 
Relations, 8-142 
Factors affecting--Research 
Union involvement in managerial 
decision-making, 8-122 
Labor agreements 
FAA and PATCO, 7-143 
Laws 
Cases and materials, 4-122 
Manuals 
Guide for Federal, 
Methods--Manuals 
for supervisors, 7-145 
Methods--Research 
Systems model using Air Force, 
7-148 
Policies 
Importance of rules, 1-147 
FED facts, 2-150 
Multilateralism, for police, 
11-145 
Bilateralism, 4-120, 11-149 
Policies--Trends 
in Federal service, 1-144, 4-120 
Procedures 
Federal Service Impasses Panel, 
8-124 
Mediation, fact-finding, 
8-128 
Need to strengthen fact finder's 
role, 8-136 
Unit determination, 11-151 
Role of mediator, 11-152 
Police departments, 11-158 
Unfair practices under E,O., 
11491, 12-148 


1-145 


11-157 
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fg 
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fg 


fg 


fg 


fg 


fg 





LABOR-MANAGEMENT RELATIONS (Cont'd) 
Procedures--Comparative surveys 
Compulsory arbitration vs. 
negotiations, 8-118 
Responsibilities--Evaluation 
Federal intervention in 
state and local, 7-150 fg 
Special areas 
Free speech protection for 
union members, 5-109 


Surveys, 9-129 fg 
Comparative international, 
1-142 
Major issues, at all levels 
of government, 5-111 fg 
Municipal management rights, 
5-115 


France, 6-134 

Northeast region, 8-145 

Police and fire service, 10-132 

Southeastern U.S., 10-133 
Trends 

Growing militancy, 5-110 

in U.S. and in Texas, 5-112 

More interest among law- 

makers, 7-147 fg 

County, state, 8-146 
Trends--Surveys 

Bilateralism, 4-120 fg 
Visual aids 

Films. 8-121 


LABOR TURNOVER 
Administration 


to benefit advantageously, 
4-130 
Bibliography, 9-156, 2-152 


Causes--Research 


Navy civilian employees, 
10-137 fg 
Comparative surveys 
Male and female, 8-288 
Control, 8-147 
Countering problems in four 
areas, 4-131 
Causes, costs, etc., 10-140 
Evaluation--Methods 
Turnover quotient, 6-137 
Adjusted Turnover Ratio, 
8-195 
Evaluation--Research 
Ability of forced-choice 
personality inventories 
to predict, 2-154 
Fishbein's model vs, 
traditional measures, 12-3 
Factors affecting 
in hospital, 3-133 











LABOR TURNOVER (Cont'd) 


Factors affecting (Cont'd) 
Model, 4-132 
Factors affecting--Comparative surveys 
Male-female rates, 12-151 
Factors affecting--Research 
in New Zealand, 2-153 
Expectancy of finding comparable 
job, 6-135 
Organizational commitment and 
job satisfaction, 10-139 
Satisfaction, commitment, 12-133 
Research 
Relationship with absenteeism, 1-1 
Predicting tenure with biographical 
data, 6-136 
Utility analysis of weighted 
application blank, 10-138 
Surveys 
AMS, 1973, 11-160 
LAW CLERKS 
Pay 
by state, 9-175 
Qualifications 
and selection method, by state, 
9-175 
*LAW ENFORCEMENT PERSONNEL 
See also: Police 
Personnel policies 
‘Supervision, training, etc., 10-144 
Responsibilities 
Jobs at Federal level, 3-197 fg 
Tests--Evaluation 
Entry level exams, Calif., 
Nev., 8-260 
Training--Courses of study 
Communication training handbook, 
8-17 
LEADERSHIP 
Bibliography, 4-138 
Effects--Research 
Relationship between consideration- 
satisfaction of subordinates, 
12-128 
Evaluation 
Role in organizational effective- 
ness, 2-156 
Perceptions of effectiveness and 
organizational ideology, 9-139 
Methodological problems, 12-153 
Evaluation--Comparative surveys 
Managerial grid, among supervisors 
in 1964 and in 1973, 5-121 
Evaluation--Research 
Least Preferred Co-Worker Scale 
as cognitive measure, 6-139 
Evaluation--Self-analysis 
Style, style range, and style 
adaptability, 4-136 
Factors affecting 
Organizational environment, 4-137 








LEADERSHIP (Cont'd) 

Factors affecting--Research 
Intelligence, 3-134, 4-135 
Supervisors in state 

rehabilitation agencies, 
3-137 


Repression-sensiti zation 
communication network change, 
task change, and situation 
change, 4-134 

Relationship between Fiedler's 
LPC and individual's 
cognitive complexity, 5-122 

Male vs. female, 7-152 

Verbal behavior manipulated by 
feedback and incentive, 7-153 

as function of task, 8-150 

in leaderless group discussion, 
9-141 

Identification 
200 men and women, 8-151 
Successful manager, 12-155 
Identification--Research 

Critical elements in behavioral 
description of leadership, 
4-139 

Methods, 1-76 

to assist new leader developing 
abilities, 2-155 

Five types of control, 2-159 

Developing successful relation- 
ships with subordinates, 


6-141 

for effective management, 
9-138 

Leader vgs, administrator, 
11-161 


for successful MBO, 11-170 
Ten keys to self-awareness, 
12-162 
Methods--Case studies 
Achievers, 6-138 
Transactional processes, Ford 
Training and Placement 
Program, 12-154 
Methods--Comparative surveys 
Effective and weak managers, 
4-140 
Methods--Research 
Extent to which leader encourages 
participation of subordinates, 
2-158 
Project managers performance 
correlates, 7-155 
Principles 
3 C's, 8-148 
Readings 
Current developments, models, 
theories, 8-149 








LEADERSHIP (Cont'd) 
Research 
LPC score, 11-163 
Research--Surveys, 4-138 
Responsibi lities--Research 
Commonality with management 
functions, 10-148 
fests 
Multi-dimensional measure, 9-142 
Theory, 11-162 
Five models, 9-140 
Theory--Research 
Methodological considerations, 
2-157 
Expectancy, 3-136, 8-152 
Contingency, 7-154, 10-141 
Theory--Surveys, 6-140 
[raining--Case studies 
Application of ACL, 4-133 
Training--Evaluation, 3-135 
LEAVE 
See also: Maternity leave; Military 
leave; Sick leave 
Executive Orders 


Closing government departments 
and agencies, 2-161 fg 
Policies 
for social responsibility, 5-176 


Formalized in writing, 11-165 
Policies--Case studies 
*Fairfax, Va., eliminating 
categories, 9-143 
LEAVE, ANNUAL 
Reports 
Yearend leave use, 1972, 12-158 fg 
LEGAL ASSISTANTS 
Responsibilities 
Perspectives, problems, skills, 
12-178 
Training, 8-269 
LEGISLATORS 
Ethics 
Guidelines for state, 
9-55 
Training--Institutes 
Utah state, 7-281 
LIBRARIANS 
Career opportunities 
and position description, 9-203 
Employment --Trends 
Placement and salaries, 1973, 9-178 
Job satisfaction--Research, 7-133 
Pay--Surveys 
1973, 2-201 
SLA, 2-209 
in higher education, 12-191 
Training 
Guidelines and criteria, 9-257 
Balancing institutional and 
personal goals, 10-265 





LIBRARY TECHNICIANS 
Career opportunities--Research 
Federal libraries in D.C. 
area, 8-4 fg 
Position description, 2-244 
Training--Surveys 
State-of-the-art, 2-233 
Utilization--Conferences 
Council on Library Technology, 
2-234, 2-235, 2-236 
LISTENING 
Factors affecting 
Interferences, 5-20 
Awareness, 12-44 
LOS ANGELES 
Civil service--Pay 
Wage-setting process, 5-157 
LOS ANGELES (COUNTY) 
Civil service--Medical care 
Policies, 6-163 
Mental health program, 11-175 
LOYALTY OATHS 
See: Security program 


MAINE 
Civil service--Training 
Network, for municipalities, 
5-229 
Evaluation report, 1972, 7-270 
MANAGEMENT 
Attitudes toward 
Theory M, 2-162 
Malice in blunderland, 2-167 
Case studies, 1-148, 1-150, 1-152, 
1-156, 5-126, 6-97, 6-142, 
8-154, 11-45 
Eaton Corp., elminating 
departmental barriers, 1-151 
Conferences 
AMA, 1973, 8-153 
Academy of Management, 10-143 
Evaluation 
Self-analysis of organization, 
10-153 fg 
Factors affecting, 3-142 
Methods, 1-149, 6-154 
Management by objectives in 
Federal agencies, 1-153 fg 
Fitting to nature of organiza- 
tional behavior, 1-186 
Situational approach, 2-164 
Experiential approach, 2-165 
Update, 2-170 
Management-by-objectives, 3-139, 
3-140, 6-144 











MANAGEMENT (Cont'd) 


Methods (Cont'd) 
Tasks and practices, 4-60 
Social psychological 
approach, 4-142 
Formulating objectives for 
emergency situations, 4-143 
for supervisors, 4-144 
Behavioral science approach to 


MBO, 5-123 

MBO as antidote to future shock, 
5-128 

Team management in local govern- 
ment, 5-130 


Need for reward system to 
accompany MBO, 5-131 
for successful executives, 6-55 
Contingency approach, 6-146 
in bureaucracy, 6-152 
Politics of MBO, 8-155 
“for municipal organizations, 8-218 
Six talks, 9-144 
Organizational behavior modifica- 
tion, 9-147 
in British government, 9-214 
Demilitarizing corporation, 10-147 
Participative planning, 10-149 
MBO defined, 10-150 
Managing vs. presiding, 10-154 
for success, 11-70 
Company exorcists, 12-160 
Innovation, 12-164 
Management by surprise, 12-165 
Methods--Bibliography 
MBO, 9-145 
Methods--Case studies 
*MBO in British Civil Service Depart- 


ment, 5-124 
*MBO in government department, 
6-147 fg 
MBO, Interior Dept., Bureau of 
Outdoor Recreation, 6-153 fg 


MRS, Bell of Pa., 12-159 
Methods--Comparative surveys 
American and Japanese, 9-149 
Methods--Evaluation 
MBO, 9-148, 11-170, 12-163 
PPBS, MBO, 11-168 fg 
Japanese, 11-169 
Methods--Factors affecting 
MBO and goals displacement 
phenomenon, 6-149 
Methods--Research 
Applying MBO in academic 
environment, 5-129 
Model for implementing MBO, 7-163 
Management sciences, in Federal 
agencies, 11-173 fg 
Methods--Surveys 
MBO, 1-154 
MBO in Federal government, 
5-127 








MANAGEMENT (Cont'd) 


Methods--Surveys (Cont'd) 
MBO in Fortune 500 companies, 
6-151 
Policies--Factors affecting 
Computers, 11-171 
Principles 
Machiavellian, 12-16] 
Problems 
in hierarchical organizations, 
9-150 
Readings, 1-157, 2-166 
Research 
Cross-cultural, 6-145 
Gap between doctoral and 
practice, 12-168 
Surveys 
Drucker comments, 6-143 
Terminology, 11-166 
Text books 
Jucius, Deitzer and Schlender, 
1-150 
Longenecker, 1-152 
Richards and Greenlaw, 1-155 
Summer and O'Connell, 1-156 
Michael and Jones, 2-168 
Reeser, 2-169 
Koontz and O'Donnell, 4-141 
Albers, 6-142 
Hellriegel and Slocum, 6-146 
Riggs and Kalbaugh, 6-150 
Haimann and Scott, 8-154 
Sisk, 12-167 
Theory 
Situational model, 2-164 
Myths about communication, 
motivation, 7-161 
Drucker, 10-151 
Theory--Factors affecting 
Challenge to classical systems, 
7-162 
Large-scale computer operations, 
9-146 
Trends, 10-177 
1980, 8-156, 10-152 
MANAGEMENT ANALYSTS 
Training--Manuals, 8-157 fg 
Management by objectives, 1-153, 1-154, 
3-139, 3-140, 5-123, 5-125, 5-127, 
5-128, 5-129, 5-131, 6-144, 6-147, 
6-149, 6-151, 6-153, 7-163, 8-155, 
8-271, 9-145, 9-148, 10-149, 10-150, 
11-168, 11-170, 12-163, 12-177 
MANAGEMENT CONTROL 
Methods--Surveys 
State-of-the art, future 
directions, 12-166 
Theory--Surveys 
1900-1972, 7-158 
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MANAGEMENT IMPROVEMENT 

Case studies 

Examples, 4-146, 8-158 fg 
Methods 

*Treating government as 

private corporation, 1-159 
AIM for systematic, 1-160 

Methods--Case studies 


Defense Dept., 6-155 fg 
Planning 

in Federal government, 6-148 fg 
Reports 


Joint Financial Management 
Improvement Program, 
1-161 fg 
MANPOWER FORECASTING 
Applications--Case studies 
Navy average grade model in 
Naval Underwater Systems 
Center, 2-178 fg 
Applications--Evaluation 
to educational planning, 2-171 
Methods 
Mathematical, 4-148 
Company approach, 9-155 
Benefits, 10-155 
Methods--Case studies 
Foreign countries and U.S., 
2-171 
Methods--Evaluation, 2-175 
Ph. D. labor market, 1960-1980's, 
7-165 
MANPOWER PLANNING 
ADP applications--Research 


Multi-level models, 1-163 fg 
Computerized information 

bank, 7-166 
Longitudinal models, 10-157 fg 
Computer software system, 

Navy Dept., 10-159 fg 

Administration 

Career management programs, 

5-134 fg 
*Intergovernmental relations 

under CETA, 8-159 fg 


Admi nistration--Evaluation 
*Localization of Federal, 7-164 fg 
Shortages not necessary, 
7-168 
Administration--Surveys 
Comprehensive Employment and 
Training Act, 6-157 
Bibliography, 9-156 
Case studies 
Canada, Austria, Netherlands, 
Luxembourg, Belgium, Norway, 
Japan, 2-176 
Gt. Brit., 12-171 
Evaluation 
U.S. Government, 10-156 fg 








MANPOWER PLANNING (Cont'd) 
Factors affecting 
*Budgeting systems, 1-164 
Job satisfaction and turnover, 
6-120 
Methods 
Markov chain model, 2-172 
Strategies, 3-144 
Model, 3-145 
Naval Personnel Status Index, 
4-147 
at micro level of public 
enterprise, 5-132 
Manpower value planning, 
5-135 
Four-stage model, 6-161 
Models for laboratory manage- 
ment, Navy, 9-153 
Setting up effective system, 
10-155 
Educational institutions, 
11-174 
Methods--Case studies 
Dynamic multi-attribute 
models, 1-15 
Navy, model, 1-206 
Methods--Evaluation 
Integrated models for 
laboratory management, 
3-147 
Human resource planning 
applications, 6-161 
Methods--Research 
U.S. Navy, 1-163 
Enlisted personnel utility 
model, Navy, 1-165 
Best practice applications 
of three, 4-150 
Fractional flow model, 5-136 
Mathematical and computer 
techniques, 5-137 
Multi-level model, 10-160 
Finite Markov chain, 12-170 
Methods--Surveys 
Mathematical, 4-148 
Use of personnel system, 
4-185 
Six firms, 6-156 
Organization--Case studies 
*Denver, 7-167 
Policies 
Reducing barriers to full 
employment, 1-37 
France, 4-149 
Policies--Evaluation 
Mathematical programming 
procedure, 5-136 
CETA and black progress, 8-160 
Policies--Factors affecting 
*State-local government 
employment resulting from 
Federal grants-in-aid, 
2-174 


fg 


fg 


fg 


fg 


fg 


fg 


fg 











MANPOWER PLANNING (Cont'd) 
Problems 
Ineffectiveness of MTDA, 1-36 
Frequent change of top 
managerial personnel, 9-152 fg 
Reports 
New York State, 3-146 
Manpower report of President, 
6-160 
Research 
Projects, fiscal years 1971-73, 
1-166 
Manpower Research Institutional 
Grant Program, 8-161 
*Heterogeneous labor, minimum 
hiring standards, and 
job vacancies, 9-154 
Research--Bibliography 
Military personnel, 2-177 fg 
Responsibilities 
Federal, state and local 
government roles, 2-173 
*in Canada, 9-157 
Statistics--Bibliography 
Data sources, 9-151 


Surveys 
State of art at micro level, 
1-162 


Enterprise manpower management, 
Australia, 5-133 
*State of the art, 6-158 fg 
Federal civil service, 6-159 fg 
MANUALS, ADMINISTRATIVE 
Preparation 
Suggestions, 2-30 
MASSACHUSETTS 
Civil service--Surveys 
Municipal personnel systems, 


8-196 
MATERNITY LEAVE 
Policies 
EEOC guidelines, 2-160, 10-142 
Pay, 6-287 
CSC guidelines, 12-156 fg 


Polictes--Surveys 
21 companies, 1-96 
MEDICAL CARE 
See also: Health, Employee 
Administration 
HMO sourcebook, 7-107 
Physical fitness lab., 11-176 
Cancer education program, 
12-172 fg 
Administration--Case studies 
IBM, screening program and 
data system, 1-169 
*County of Los Angeles, 6-163 
Costs--Evaluation 
Health Benefit Analysis, 5-1 
Occupational health programs, 
5-138 











MEDICAL CARE (Cont'd) 


Legislation 
National health insurance 
proposals, 6-105 
Planning 
In-plant occupational program, 
1-167 
Policies--Surveys 
Industry roles, 3-148 
Responsibilities 
with drug-abuse 
6-162 
Surveys, 6-80 
*State employees, Calif., 12-114 
MENTAL HEALTH 
Administration 
*Los Angeles County employees, 
11-175 
Comparative surveys 
Impairment among different types 
of employed, in New York 
City and State, 7-97 
Factors affecting 
Job satisfaction, 10-128 
Job changing, 11-104 
Factors affecting--Research 
Socioeconomic background and 
occupation, Navy, 1-106 fg 
Policies 
Need to make services avail- 
able to blue collar workers, 
3-149 
Responsibilities 
Employee or organization? 7-96 
Training 
for supervisors, to deal 
with employee personal 
problems, 8-77 
MENTALLY RETARDED 
Employment 
in routine jobs, 12-106 
Employment -- Bibliography 
Work adjustment, 1-104 
Employment--Case studies 
British firm, 11-103 
Employment --Methods 
Guide to job placement, 7-95 
Tests--Research 
Predicting job performance in 
sheltered occupational 
shop, 6-84 
MEXICAN AMERICANS 
Characteristics--Research 
Retrained-relocated, 12-242 
Executives--Abilities 
*Improving communication skills, 
12-78 fz 
Training--Research 
Project HEART, for 
paramedical, 1-29 


employee, 








MIDDLE MANAGEMENT 
Attitudes 
toward information and computer 
systems, 2-180 
Characteristics 
Crisis, 11-177 
Characteristics--Research 
Effective, ineffective traits, 
11-75 
Employment--Trends 
Surplus, 4-152 
Job analysis 
*Canadian civil service, 12-173 
Job analysis--Comparative surveys 
*Mid level vs, executive, Canada, 12-76 
Mobility--Research 
Motivations and life interests, 
7-169 
Pay--Administration 
Five-part plan, 8-185 
Pay--Problems 
and solutions, 7-171 
Pay--Surveys 
U.S. and Canada, 8-178 
Personnel problems 
Shelf sitters, 
Problems 
Combatting size, keeping up with 
change, 7-170 
rraining--Research 
Impact on participants' 
attitudes, 9-159 
Unions--Trends 
in Europe, 5-118 
Utilization 
in corporate planning and ad- 
ministration, 9-160 
MILITARY OFFICERS fg 
Evaluation--Research 
Self-report personality 
inventories and peer ratings, 
1-202 
Incentives--Research, 3-94 
Training--Cost 
of alternative means of 
supplying graduate schooling, 
2-81 
MILITARY PERSONNEL fg 
Job satisfaction--Research 
College graduate airmen, and 
non-graduates, 2-133 
Navy, 7-132, 12-122 
Manpower planning--Methods 
Longitudinal models, 10-157 
Manpower planning--Research--Bibliog- 
raphy, 2-177 
Position classification, 9-202 
Recruitment--Factors affecting 
Incentive programs, 3-202 
Retirement--Cost 
Non-disability system, 9-219 


6-164 











MILITARY PERSONNEL (Cont'd) 
Rotation 
Career area rotation model, 
2-239 
Tests 
for training systems, 9-248 
Tests--Evaluation 
Aerospace ground equipment 
course grades, 8-266 
Tests--Research 
Vocational interest invento 
8-265 
Relation to job training 
success, 10-259 
MINNESOTA 
Civil service--Retirement 
Fire and police funds for 
cities, 5-200 
MINORLTY GROUPS 
See also: Equal opportunity in 
employment; Negroes; 
Mexican-Americans; Women, 
etc. 


ries, 


Attorneys--Career opportunities, 10-44 
Career opportunities--Directories, 6-48 


Discrimination 

Seniority-based layoffs, 12 
Discrimination--Case studies, 
Employment - - Bibliography 

Health manpower, 1-107 
Employment - -Methods 

Bonus system, 6-47 


-69 


1-46 


Employment - -Methods--Evaluation 


Philadelphia Plan, 1-5l 
Employment--Problems, 1-50 
Employment --Readings 


Psychological dimensions, 8-295 


Employment--Research 
Measuring bureaucratic 
representation and 
integration, 1-45 
Employment--Statistics 
New York State, 4-10 


fg 


in Federal government, 8-34, 


9-53 
Engineers--Recruitment 
and utilization, 5-210 


fg 


Executives--Career opportunities 


Six Blacks view, 7-66 
Pay--Research 
Distributive effects of 


employment discrimination, 


3-40 
Pay--Research 
Education and labor market 


differences between Whites 


and Non-whites, 6-190 
Police--Promotion 


Process and opportunities, 2-253 


Promotion--Research 


Discrimination on basis of age, 


8-172 





MINORITY GROUPS (Cont'd) 
Selection 
Need for more criterion- 
related instruments, 6-44 
Statistics--Directories 
HEW, 1-52 
Tests 
Implications of bias, 6-263 
Tests--Evaluation 
Measuring bias, 12-280 
Tests--Evaluation--Bibliography, 
2-299 
Tests--Research 
ETS-CSC joint project, 
1-272 fg 
Training 
*Firemen, 9-262 
Utilization 
in labor force, 9-50 
MISSOURI 
Civil service--Manuals, 6-201 
MOBILITY, OCCUPATIONAL 
Bibliography 
Second careers, 4-153 
Effects 
Lock-in and employee 
dissatisfaction, 1-134 
Factors affecting 
Pension and profit-sharing plans, 
2-269 
Socioeconomic background and 
achievement, 6-165 
Collective bargaining, 12-18 
Dissemination of job 
information, 12-174 
Research 
Career model, 10-163 
Statistics 
Ten percent of Federal 
employees, 7-172 fg 
Trends 
U.S. men, 1962-1970, 7-136 


MODEL CIVIL SERVICE LAWS 


Guide, 11-23 


MOONLIGHTING 


Causes--Case studies 
Wichita public school teachers, 
11-111 
Surveys 
1972-1973, 11-114 


MORALE 


Factors affecting 

Word processing, 3-151 

Modular landscape, SSA, 9-161 fg 

Obsolescence, 12-28 

*Factors affecting--Bibliography, 
12-217 fg 
Factors affecting--Research 

Perceptions of leader behavior, 

2-181 
Methods, 3-150 











MOTIVATION 
Applications--Research 
Hygiene profiles for 
organizational 
diagnosis, 12-175 
Bibliography, 1-175, 12-217 
Comparative surveys 
Managers and business 
students, 1-168 
Effects--Research 
in personnel selection and 
employment interviewing, 6-110 
Factors affecting 
Orientation to work concept, 
6-162 
Care, continuous feedback, 
feeling of mutual need, 
6-167 
Those contributing to decline, 
8-166 
Economic crises, 9-164 
Evaluation 
Conflicting conclusions in 
current studies, 3-153 
Readings 
Technology, organizational 
conditions, leisure, 
education and income, 3-152 
Research 
Relationship between intrinsic- 
extrinsic needs, 4-156 
Employee expectancies of 
whether performance will 
lead to job rewards, 6-245 
Computers, 12-12 
Goal setting, 12-127 


Methods 
Essential elements of 
good, 1-177 


Individualizing salary 
increases, 1-194 

for Now Generation, 2-185 

in employee-oriented firms, 
3-156 

Facilitating pursuit of 
personal payoffs, 4-158 

12 ways to create environment, 
5-139 

Ten elements for industrial 
environment, 5-140 

through job enrichment, 8-106 


Job enrichment, 10-121 

through job satisfaction, 
personal fulfillment, 
10-164 

Sweden, 10-169 

Role of communication, 12-45 

Methods--Case studies 

Xerox Corp., learning 

program, 9-163 
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MOTIVATION (Cont'd) 


Methods--Comparative surveys 
U.S.S.R. vs. U.S., 4-157 
Methods- -Evaluation 
Operant model and behavior 
modification vs. content 
models, 2-184 
Zero defects program, 6-166 
Operant conditioning, 11-178 
Behavior modification, 11-180 
Methods--Readings, 12-177 
Problems 
R & D performance in stable 
organization, 6-169 
Research, 9-165 
and theory, 10-165 
Internal-external control 
beliefs, 10-166 fg 
Research--Evaluation 
*What municipal employees want from 
work, 7-173 
Research--Methods 
Two traditional approaches to 
study of black workers, 1-171 
Research--Special areas 
Use of tokens with disadvantaged 
training, 7-38 
Theory, 4-155 
Maslow and others, 1-174 
Non-projective methods to 
extend, 2-153 
Individual and organizational 
goals, 2-186 
Need to integrate elements of 
taskemotivated, rational, 
and human relations approaches, 
3-154 
Patrick-Read needs profile, 
3-155 
Need to use as sources, not 
descriptions of behavior, 
4-154 
Path-goal, 6-168 
Managing bureaucrats, 7-161 
Applied to process of super- 
vision, 10-251 
McGregor and others, 11-179 
Theory--Evaluation 
Worker resistance to manipulation, 
1-173 
Good theory--poor application, 
8-167 
Expectancy theory, logical and 
methodological issues, 8-169 
Theory--Research 
Intrinsically motivated 
activities, 1-172 
Measures of need satisfaction in 
organizations, 1-176 








MOTIVATION (Cont'd) 
Theory--Research (Cont'd) 
Instrumentality-expectancy- 
task-goal model, 2-182 
Cross-cultural differences in 
Herzberg, 2-183 
Need for simplier measures 
to be investigated, 3-172 
Expectancy model, 8-165 
Expectancy x Valence and 
Intrinsic Activity Value 
as predictors, 8-168 
Taylor, 10-167 
Valence-expectancy, 12-176 
Mouton, Jane, 4-254 
MUNICIPAL EMPLOYEES 
Strikes, 9-131, 9-132 


NEGOTLATION--LABOR AGREEMENTS 


Laws 
*State and municipal, 3-126 
Procedures 
in Federal govt., 11-157 fg 
NEGROES 
College graduates--Career 


planning 
Trends, 1-16 
College graduates--Employment 
in industry, 12-67 
Discrimination--Research 
Occupational and wage aspects, 
3-40 
Occupational and economic 
characteristics compared to 
whites, 6-51 
Economic conditions--Trends 
1962-1972, 12-138 
Employment 
Aspirations, opportunities, 
barriers, 11-59 
Employment--Attitudes toward 
Employers of two assistants, 
Univ. of Illinois, 1-33 
Businessmen, 1940's to 1970's, 
6-46 
Employment--Case studies 
in construction industry, 
Pittsburgh, 6-45 
Employment--Research, 1-49 
Employment--Trends 
*Geographical patterns, 
opportunities in public 
sector, 8-26 
Engineers--Training 
Dual Degree Program, 8-247 


NEGROES (Cont'd) 








Evaluation--Research 
Ethnic group membership as 
moderator of supervisor's 
ratings, 2-219 
Executives--Attitudes 
toward role as director, 1-43 
Career concerns, 11-68 
Executives--Employment--Surveys 
Prospects and experiences, 2-59 
Top-level, in Federal government, 
6-54 fg 
Executives--Manpower planning 
Approaches to aid business, schools, 
and minorities, 8-53 
Executives--Training 
Consortium for Graduate Study in 
Management efforts, 6-72 
Interviewing--Research 
Race of interviewer and reasons 
for leaving job, 2-121 
Job satisfaction--Case studies 
in medium-sized chemical 
manufacturing plant, 3-118 
Job satisfaction--Research 
*Factor structure on Job 
Descriptive Index, 4-111 
Differences between whites and 
blacks, 4-115, 8-110, 11-136 
Motivation--Research 
Methodological and theoretical 
considerations, 1-171 
Pay--Comparative surveys 
Civilian earnings of black/white 
draftees, and nonveterans, 
12-192 
Pay--Research 
Differentials, 1950, 1960, 1970, 
4-170 
Professional employees--Utilization 
Males, in industry, 12-67 
Supervisors--Attitudes 
in problem solving groups, 11-268 
Supervisors--Characteristics--Research 
Attitudes and behavior in 
problem solving groups, 5-225 
Tests--Evaluation 
Issues, 12-274 
Tests--Research 
Differential validity, 9-247 
Women--Career opportunities 
Affirmative action, 6-279 
Women--Career planning 
Motivational and personality 
factors related to, 1-318 
Women- -Employment--Research 
Participation rates, 12-311 


New careers, 1-108, 9-11, 12-222 








NEW HAMPSHIRE 


Civil service--Surveys, 6-199 
NEW JERSEY 
Civil service--Collective bargaining 
Decisions, 12-141 
Civil service--Collective bargaining 
--Bibliography, 12-146 
NEW YORK (CITY) 
Civil service--Strikes 
Firefighters, 10-135 
Civil service--Surveys 
Dept. of Personnel, 4-189 
NEW YORK (STATE) 
Civil service--Collective bargaining 
Scope of bargaining, 11-147 
Civil service--Labor-management 
relations 
Guide, 9-128 
Civil service--Retirement 
Uniform Public Employees 
Retirement Plan, etc., 
12-249 
Civil service--Statistics 
by occupation, job status, 
etc., 4-10 
Civil service--Training 
Office for Local Government, 
7-264 
Local government needs and 
resources, 9-251 
Manpower planning--Reports, 3-146 
NIGHT WORK 
Attitudes toward 
Pros and cons, 
6-94 


stereotypes, 


NOISE 
Control 
Problems of measuring, and 
developing enforceable 
legislation, 3-82 
Effects--Research 
on human performance, 12-230 
on intellectual performance, 


12-232 
NONPROFESSIONALS 
Career opportunities 
in rehabilitation, 1-108 
in health fields, 1-109 


Training-- Bibliography 
New careers, 9-11 
Utilization--Bibliography 
Rehabilitation occupations, 1-182 
Utilization--Research 
*Rehabilitation occupations, 
12-222 
NURSES 
Career opportunities, 2-189 
Employment --Research 
Motivational determinants of 
job selection, 3-157 








NURSES (Cont'd) 

Hours of work--Attitudes toward 
10-hour shift, 4-85 

Manpower planning--Research 
Work plans of inactive married, 

12-109 

Position description 
Occupational health nurse, 

Recruitment--Methods, 1-238 


10-219 


OBSOLESCENCE, MANAGERIAL 
Control, 5-186 
Self-development checklist, 8-49 
OBSOLESCENCE, PROFESSIONAL 
Control 
Measurement and, 
OBSOLESCENCE, TECHNICAL 
Factors affecting 
Motivation and organizational 
climate, 1-228 
Obsolescence of people, 7-266 
OCCUPATIONAL CHOICE 
Factors affecting, 2-187 
Factors affecting--Research 
Characteristics of college 
seniors, 1-17 
Liberal arts graduates, 6-21 
Family wealth, 9-180 
Problems 
Floundering, 
Research 
Motivational determinants of 
of nurses', 3-157 
Theory 
Personality types and environ- 
ments, 1-180 
Theory--Research 
Holland's, 10-170 
Trends 
Multiple careers, 
Trends--Surveys 
College freshmen, graduates 
1965 and 1970, minority 
group members, 1-16 
OCCUPATIONAL THERAPISTS 
Position description, 7-117 
OCCUPATIONS 
Bibliography, 1-178 
Handbooks, 6-171 
Surveys, 1-181 
Health professions, 
7-99 
Social work, 2-188 
Occupational outlook handbook, 
9-167 


5-186 


1-183 


1-179 


1-109, 1-111, 


Library science, 9-203 
Out-of-doors jobs, 


11-181 








OCCUPATIONS (Cont'd) 
Surveys (Cont'd) 
Computer careers, 11-182 
Trends 
1972-1985, 7-174 
OFFENDERS 
Employment 
Needs of ex-offenders and 
of employer, 8-29 
Employment--Factors affecting 
State laws restricting licensure, 
12-71 
Employment - -Methods 
Operation DARE, 9-47 
Employment--Policies 
for successful company 
programs, 6-49 
Employment--Problems, 1-47 
Employment --Research 
Manpower projects, 1963-1973, 
2-55 
Rehabilitation 
Importance of employment, 8-24 
Training--Research 
1963-73, 2-55 
OFFICE LAYOUT 
Attitudes toward open, 7-131 
Modular landscape, SSA, 9-161 fg 
*Effects on human relations, 
12-129 
OFFICE WORKERS 
Pay 
Area differentials, 11-190 
Pay--Surveys 
U.S. and Canada, 2-200, 10-184 
*Tests--Evaluation, 2-304 
Determining unfair, for 
culturally disadvantaged, 
2-297 
Training 
Word processing, 3-227 
Training--Methods 
Menu approach, 9-264 
Training--Research 
Career-orientated, peer- 
instructional model, 3-239 
OHTO 
Civil service--Collective bargaining 
History, 8-121 
OLDER WORKER 
Attitudes--Research 
Resistance to change, early re- 
tirement, managerial 
decisions, 5-14] 
Career planning--Bibliography, 
4-153 
Characteristics--Surveys 
Functional capacity and job 
performance, 2-190 








OLDER WORKER (Cont'd) 
Discrimination--Decisions 
Protecting employment rights, 
backpay, 7-175 
Discrimination--Reports 


International Labour Organization, 


12-179 
Employment 
Job placement centers, 10-171 
Employment--Administration 
Age Discrimination in Employment 
Act, activities, 5-143 
- Task force to handle age-bias 
cases, 7-176 
Action by Congress, courts, DOL, 
10-173 
Employment--Case studies 
Japan, 5-142 
Employment--Factors affecting 
Pension and profit-sharing plans, 
2-269 
Employment - -Laws 
Age Discrimination in Employment 
Act, 8-170, 10-172 
Employment - -Methods 
How to get job at 50%, 4-159 
Employment --Policies 


Ramifications of Act of 1967, 8-174 


Employment--Problems 
Oregonians, between 45 and 65, 
1-184 
Employment--Research 


Impact of age and physical ability, 


6-172 
Occupational versatility, 
Lockheed-Calif. employees, 
8-173 
Health--Administration 
Health exams, 7-177 
Promotion--Research 
Discrimination based on age, 
race, 8-172 
Retirement 
Need for discretionary, 3-158 
Mandatory, 8-171 
Retraining--Problems, 1-277 
Retraining--Research 
Characteristics of volunteers, 
10-175 
Training 
Comprehensive Employment and 
Training Act, 10-174 
OMBUDSMAN 


Bibliography, 9-213 


Characteristics--Comparative surveys 
*of eighteen offices, 2-264 
Utilization 


*for citizens to redress grievances, 


4-204 











OMBUDSMAN (Cont'd) 
Utilization (Cont'd) 


Need for in Federal agencies 
5-195 fg 
Utilization--Comparative surveys 
*Various countries and U.S. state 
and local jurisdictions, 
2-261 
Utilization--Evaluation 
*Programs in ten states, 7-227 
*New Zealand, 11-234 
*Utilization--Problems, 11-232 
ORDER-GIVING 
Methods, 3-141 
Organization 
See: Staff and line; Span of 
control, etc. 
ORGANIZATION CHARTS 
as basis of change, 6-7 
Organization development, 1-7, 1-8, 
2-10, 3-7, 3-8, 3-9, 3-11, 3-12, 
3-160, 4-5, 5-8, 5-10, 6-8, 6-9, 
6-10, 6-265, 7-14, 7-17, 7-252, 
9-12, 9-13, 11-12, 11-16, 12-27, 
12-30, 12-31 
ORGANIZATIONS 
Attitudes toward 
Bennis on organizational 
development, 3-160 
Climate 
Implications of differences within 
organization for management 
development, 3-162 
Climate--Attitudes toward 
Tolerance for bureaucratic 
structure, 3-189 
Climate--Case studies, 1-148 
Climate--Effects 
on strengths and limitations 
of leadership, 4-137 
Climate--Evaluation 
Contingency approach, 7-179 
Climate--Factors affecting 
Relationship to structure, 
process, performance, 8-177 
Climate--Factors affecting--Research 
Relationships of perceptions 
to structure, context, and 
hierarchical position, 1-191 
Climate--Research 
System 4 theory (Likert), 4-161 
Conceptual systems, to measure 
individual perceptions, 
8-176 
"See-saw'' model, 9-171 
Construct, global concept 
or tautology, 11-184 
Relation to job-related 
attitudes, 11-185 
Motivation-hygiene profiles, 
12-175 








ORGANIZATIONS (Cont'd) 


Climate--Theory, 10-180 
Effects 
Seven-step administrative value 
analysis, to improve, 4-163 
Effects--Research 
on job satisfaction of Federal 
managers, 1-132 fg 
on job satisfaction, 3-135 
Evaluation 
through job satisfaction and 
employee attitude surveys, 
4-108 
*Role performance, and 
effectiveness, in Seattle 
Police Dept., 8-175 
Evaluation--Research 
Components of competence, 10-179 fg 
Factors affecting 
Economic characteristics, on 
structure, 3-164 
Influence process between specialists 
and executives, 4-167 
Factors affecting--Research 
Relationship between control 
variables and measures of 
effectiveness, 3-163 
Human relations 
See also: Human relations (general 
aspects) 
Interpersonal attractions and job 
satisfaction, 2-130 
Applying to human resources 


_ accounting, 2-195 
Framework for applying need 


hierarchy and theories of 
authority, 2-197 

Making institutions work, 5-149 

Need for descriptive typology of 
personality and stylistic 
differences, 6-174 

Needs for future, 10-11 

*Human relations--Bibliography, 
12-217 fg 
Human relations--Comparative 

surveys 

Cross-cultural perspective, 6-145 

Human relations--Factors affecting 

Actions of administrators, 2-194 

Social equity, 3-198 

Depersonalization, 4-160 

Understanding of lower level 
languages and impact of higher 
level decisions on lower level 
environment, etc., 4-165 

Mass production and automation, 
4-166 


Design and control, 4-168 
Human relations--Methods, 1-152 

Team building, 5-151 

Model to aid individual, 7-11 

Survey feedback, 12-26 





ORGANIZATIONS (Cont'd) 
Human relations--Principles, 1-185 
Human relations--Readings, 1-186, 
2-196, 5-145, 5-147 
Interdisciplinary approach, 
5-150 
Integrated social science 
approach, 6-96 
Human relations--Research 
Modes of social behavior, and 
social consensus, 6-98 
Human relations--Textbooks 
Bobbitt, 3-159 
Human relations--Trends 
Evolutionary and contemporary, 
9-168 
Methods 
Systems approach to, 2-191 
New templates, 2-192 
Planning, 2-193 
Clover-leaf model, 1-188 
Role of manager in, 6-154 
Analytical approach, 10-178 
Joining to personal develop- 
ment, 12-19 
Level-of-responsibility/ 
equitable payment model, 
12-183 
Planning--Methods 
Organic-adaptive, 7-180 
Policies 
Converting research findings 
into recommendations for 
action, 5-148 
Principles--Evaluation 
Bureaucratic structure and 
centralization of decision 
making, 1-189 
Centralization and decentraliza- 
tion, 4-164 
Problems 
Inability to manage agreement, . 
9-170 
Obsolescence, 9-172 
Readings, 5-144 
Research 
Personality correlates of per- 
ception of organization, 
12-182 
Research--Methods 
Measures to assess degree of 
centralization and formaliza- 
tion, 1-192 
Surveys, 12-177 
Argyris, 9-169 
Text books 


Haas and Drabek, 1-185 
Theory 
Systems approach, 5-146 











ORGANIZATIONS (Cont'd) 
Theory (Cont'd) 
Barnard, 7-183 
Applying to communication 
research, 10-28 
Theory--Readings, 1-187, 10-176 
Contextual, environmental, 
and socio-cultural 
variables, 1-190 
Theory--Research 
Dimensions of bureaucratic structure, 
1-193 
Unity of command vs, balance of 
power, 12-180 
Trends 
Open systems view, 10-177 
ORIENTATION 
Administration--Manuals, 7-184 
Effects--Research 
Realistic information, on reducing 
resignations, 10-181 
Methods--Case studies 
Fairview General Hospital, 3-165 
Planning 
to alleviate problems and tailor to 
individual needs, 4-169 
Guidelines, 6-175 
OVERSEAS PERSONNEL 
Career opportunities 
Qualifications, job search, etc., 
12-185 
Executives--Personnel policies, 2-199 
Administrative aspects of 
international assignments, 
6-177 
Effects on transferring American- 
held positions to locals, 11-187 
Executives--Personnel problems-- 
Research 
Role conflicts, 9-173 
Executives--Removal 
Need to assure same dismissal 
compensation as nationals, 
6-178 
Executives--Selection 
Model for multinational, 6-176 
Pay 
Allowances, differentials, and 
benefits, 5-152 fg 
Training--Determining needs 
of Americans, by their national 
co-workers in Asia, 3-166 
Training--Evaluation 
Weaknesses, 10-182 
[raining--Transfer of 
American management methods to 
foreign setting, 10-183 
OVERTIME WORK 
Attitudes toward 
Employee disinterest, meeting 
production without, 1-117 











PANAMA CANAL ZONE 
Civil service--Pay 
U.S. and non-U.S. citizens, 
2-204 
PART-TIME WORK 
as alternative to traditional week, 
3-88 
Increased interest in managerial 
ranks, Federal legislation, 
11-112 fg 
Trends 
Multipurpose man, 12-126 
PART-TIME WORKERS 
Utilization 


fg 


Gains to job enrichment, 7-212 
PATRONAGE 
in Postal Service, 7-23 fg 
GSA, 12-220 fg 
PAY 
See also: Geographic differentials; 
Garnishment; Incentive pay; 
Administration 
Making salary increases motiva- 
tional factor, 1-194 
Solving key problems, 4-171 
as tool of production and 
personnel information, 4-177 
and personnel data system, 4-185 
Computer resources, to solve major 
problems, 5-156 
*"Prevailing wage" principle, 5-157 
Relating total daily wages to total 
daily hours, 6-179 
Back pay awards, legal standards, 
7-190 
Role of Federal Prevailing Rate 
Advisory Committee, 8-188 fg 
Escalator clause, 10-189 
Presidential message, 10-196, 
11-202 fg 
Problem areas, 11-188 
Participative planning, 11-192 
Linked to MBO, 11-193 
Nonappropriated fund employees, 
12-205 fg 
Administration--Bibliography, 2-245fg 
Base-rate plans, 9-174 
Administration--Case studies 
*Escalator pay plans, Akron, Ohio, 
4-175 
*Los Angeles, wage setting, 5-157 
Link to performance appraisal, 
Australia, 10-188 
Administration--Evaluation 
Federal pay system, 4-176 fg 
Administration--Factors affecting 
*Elasticities of demand for state 
and local government employees, 
6-180 
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PAY (Cont'd) 
Administration--Manual 
BNA's Policy and Practice Series, 
7-186 
Payroll law, taxes, etc., 7-187 
Administration--Research 
*Salary Information Center, I1l., 
12-197 
Administration--Societies 
Classification & Compensation, 
4-194 
Administration--Textbooks 
Belcher, 3-168 
McBeath and Rands, 10-190 
Sibson, 12-203 
Administration--Trends, 10-192, 11-197 
Attitudes toward--Research 
Correlates of employee satisfaction 
in manufacturing firm, 5-159 
Lawler model of determinants of pay 
satisfaction, 8-187 


Comparability, 6-192, 11-194 fg 
CSC projects, 2-202 fg 
Development and implementation, 

2-206 fg 
1974, issues and statistics, 11-191 fg 
Federal increase, 12-209 fg 


Comparability--Evaluation 

and current major studies, 8-183 fg 

Executive level, 12-201 fg 
Comparability--Methods, 2-212 fg 
Comparability--Reports 

Adjustment for Federal statutory 


systems, 2-211 fg 
Comparabi lity--Surveys 
SC-GAO, 10-194 fg 


Comparative surveys 
Male-female salary differences among 
scientists with Ph.D's, 8-186 fg 
Area differentials, 11-190 
Civilian earnings of black/white 
draftees and nonveterans, 12-192 
Comparative surveys--Methods 
Similar jobs in different companies, 
12-189 
Effects 
on motivation, satisfaction, 11-195 
Ef fects--Research 
Determinants of pay satisfaction, 
2-207 
on job satisfaction, 3-116 
of expected pay and chronic self- 
esteem on performance, 8-179 
Evaluation--Research 
Link between MBO and merit compensa- 
tion, 7-192 
Examination of referents, 12-194 
Executive orders 
Federal increases, 11-200, 11-201 fg 





PAY (Cont'd) 








Factors affecting 
*Gt. Brit., standstill, 4-172 
*Prevailing wage rule and 
political forces, 6-181 
Counter inflation programme, 
Gt. Brit., 6-183 
Job design, 7-119 
Skill, sex and age, 9-181 
Inflation, 10-193 
Factors affecting--Comparative surveys 
Pre-employment training and related 
experience and on-the-job 
training and internal mobility, 
2-208 
Differentials between Whites and 
Non-whites, 6-190 
Factors affecting--Research 
Industrial wage system, 4-56 
Black-white male income differen- 
tials, 1950, 1960, 1970, 4-170 
*Market and union, in large city 
government, 6-182 
Male-female differentials in 
professional employment, 6-187 
Union activity, 9-177 
Occupational choice, risk aversion 
and wealth, 9-180 
Competitive economic system and 
low wage, 12-204 
History 
Salary adjustments, 8-189 fg 
Laws 
New wage and hour law, 7-191 
Methods 
to reward differences in perform- 
ance, 6-186 
Flexible compensation, 6-189 
Methods--Research 
Piecework vs. daywork in apparel 
manufacturing firm, 1-195 
Gt. Brit., measured daywork, 5-155 
Methods--Surveys 


Wages, profit sharing, employee 
shareholding, 5-153 
Planning 
Added value as means of calculating, 
3-171 


Policies 
Secrecy, 4-174 
British, 7-185 
*Springfield, Ill., 12-187 
*Incremental systems, British 
public and private, 12-195 
Declassifying information, 12-196 
Policies--Comparative surveys 
Belgium, Germany, France, Italy, 
Luxembourg, and the Netherlands, 
7-189 











PAY (Cont'd) 
Policies--Evaluation 
"Demotivators" in, 2-205 fg 
Negative motivation effects, 2-206 fg 
Policies--Factors affecting 
*Fair Labor Standards in public 
sector, 11-189 fg 
Policies--Surveys 
216 companies, 5-154 
Fourteen allowances, State Dept., 
11-196 fg 
Problems--Research 
Inequities within organization, and 
between organization and community, 
4-178 
Problems--Special areas 
Middle management squeeze, 7-171 
Statistics 
1909-72, nonagricultural, 1-197 
Manpower program graduates, 3-169 
*Gt. Brit. Civil Service Dept., 3-170 
*Police, fire and sanitation workers, 
6-185 
Librarians, 1973, 9-178 
Average salaries, selected white- 
collar, 10-185 
Statistics--Trends 
*Nonagricultural industries, 1939-72, 


9-182 fg 
Surveys 
*Hawaii, 1-196 fg 


Virginia manufacturers, 2-92 

Office salaries, 2-200 

*Nebraska, police, 3-77 

*Virginia, police, 3-79 

*IPMA, 4-173, 8-182 

BLS, professional, administrative, 
technical, and clerical, 4-180 

College graduates, 7-188 

Law clerks, 9-175 

*Clerks, U.S. and Canada, 9-179 

*Colorado, 10-90 


TVA, 10-91 fg 

Office salaries, U.S. and Canada, 
10-184 

Executive Branch, expenditures, fy 
1973, 10-195 fg 


*Planners, Idaho, 12-190 
Assessment personnel, 12-198 
*Police, fire and refuse collection 
depts., 12-199 
*State governments, 100 classes, 
12-206 
Surveys--Evaluation 
Distorted averages and regression 
lines, 6-191 
Surveys--Methods 
CSC-GAO, 10-194 fg 








PAY (Cont'd) 
Tables 


Executive Branch, 5-160 fg 
Theory--Research 
Impact of alternative systems on 
valence and instrumentality 


perceptions, 2-210 
Trends, 4-13 fg 
Past five years, 4-179 fg 
1968-1973, 11-199 fg 
*British civil service, 1956-1972, 
12-193 


Trends--Research 
Salary progression records as 
predictors of future, 9-176 
PAYROLL PROCEDURE 
*Evaluation--Checklists, 
PENNSYLVANIA 
Civil service--Collective bargaining 
Development, 1-143 
Civil service--Tests 
Bibliography on past research, 
8-263 
Test administration survey, 
Pension plans 
See: Retirement--Benefits 
PEOPLE'S REPUBLIC OF CHINA 
Retirees and retirement programs, 
8-227 
PERFORMANCE EVALUATION 
See also: Executives--Evaluation; 
Librarians--Evaluation; 
Supervisors--Evaluation, etc. 
Administration 
to extend program life, 
Administration--Surveys 
Programs in 35 U.S. companies, 
7-195 
Attitudes toward 
Six prevalent assumptions, 
Bibliography, 2-217, 9-184, 
Comparative surveys 
Judgments of individual, peer group, 
supervisor, 10-200 
Evaluation 


3-182 


8-264 





12-211 


1-201 
12-210 


Politics and ritual, 10-203 
Evaluation--Methods 
"Policy capturing," 11-207 


Factors affecting 
Theories of work motivation, 
Five criteria, 8-193 

Factors affecting--Research 
Ethnic group membership as 

moderator, 2-219 
Leadership behaviors as cues to 
subordinate, 3-173 
Job attitude correlates, 


3-172 


4-182 








PERFORMANCE EVALUATION (Cont'd) 
Factors affecting--Research (Cont'd) 


Workers' central life interests and 
job "fit," 11-205 
History 
Rating systems in Federal service, 
10-205 fg 
Methods, 12-212 
Systems approach, 1-198 
*for police, 1-199 
Practical approach, 2-215 
Model of determinants, 2-217 
Six guides to more effective, 2-218 
Appraising managerial effectiveness, 
5-45 
Vocational and technical education, 
6-193 


Peer-evaluation test, 8-193 
Outline to aid supervisors, 8-190 
for police supervisors, 8-194 
Potential Evaluation Program, 
Relating salary to, 10-188 
Three part system, 10-199 
for college faculty, 10-201 
Model, 11-206 
Methods--Case studies 
*Florida,7-194 
*Mass., municipalities, 8-192 
Methods--Comparative surveys 


9-186 


Self-report personality inventories 
and peer ratings, 1-202 fg 
Two systems, 2-216 
Methods--Evaluation 
Absolute vs, relative rating, 9-185 
State Dept., 11-208 fg 
Methods--Handbooks 


*Job proficiency criteria, 12-210 
Methods--Research 

Homogeneous rater groups, 10-197 
Methods--Surveys, 6-194 
Procedures--Case studies 

Dept. of Agriculture, 2-220 fg 


Research 
Supervisor ratings and engineering 
performance criteria, 8-191 
Relationship between objective 
criteria and subjective judgements, 


11-204 
Self analysis--Case studies 
Garlock, Inc., 7-196 
Surveys 
Purposes, practices, conflicts, 10-204 
PERSONAL DEVELOPMENT 
Self-aids 


to formulate career goals, 3-114 
4-50 
Realistic career goals, 


Guide for managers, 
10-66 








PERSONNEL ADMINISTRATION 


ADP applications 
See also: Subdivision "ADP applica- 
tions" under such headings as 
Personnel records; 
Placement; Recruitment; 
Skills inventory, etc. 
Simulation model, 1-206 
Problems of philosophy and vision, 


9-193 
Human Resource Information System, 
12-216 
*ADP applications--Bibliography, 
12-218 fg 


*in government, 9-190 
ADP applications--Case studies 
*Charlotte, N. C., 1-214 
CAPER II model, 2-227 fg 
ADP applications--Comparative surveys 
*State of the art in government 
and business, 5-172 fg 
Applications--Conferences 
*to needs of financial institutions, 
government agencies and industry, 
4-185 
Bibliography, 1-212 
*State municipal leagues, 10-212 
*State and local govt., 11-214 
Conferences 
Human Resource Users, 4-185, 9-189 
Defense Supply Agency, 5-174 fg 
IAG, 10-216 fg 
Cost--Research 
System design tradeoffs, 11-215 
Costs--Survey 
ASPA-BNA, 8-198 
Effects 
on productivity, 1-223 
Evaluation 
Looking beyond objectives, 5-165 
*Need for more "self-awareness and 
methodological sophistication," 
perspective of political rela- 
tionships, etc., 8-197 
Measuring investment in human 
resources, 9-188 
New ideas, imaginative approaches, 
11-212 
Political influence, GSA, 
12-220 fg 
*Evaluation--Bibliography, 12-218 fg 
Evaluation--Case studies 
Dept. of Army, 2-230, 11-216 fg 
*New Hampshire, 6-199 
*Missouri, selected cities, 7-202 
*New Mexico, local govt., 6-203 
*Mass. municipal, 8-196 








PERSONNEL ADMINISTRATION (Cont'd) 
Evaluation--Comparative surveys 
CSC and AFGE, of State Dept., 11-209 
Evaluation--Conferences 
Agencies and CSC, 7-205 fg 
Evaluation--Methods 
*Guidelines for state and local 
governments, 11-213 
Factors affecting 
Management science techniques, 1-210 
in changing environment, 2-224 
Changing society, 7-15 
Factors affecting--Trends 
Changing work values of youth, equal 
opportunity demands, 3-183 
Future shock, 9-192 
Handbooks 
Staffing policies and strategies, 
10-217 
History, 7-201 
Manuals 
*Charleston, W. Va., 6-208 
Methods 
*British civil service, to make 
accountability viable, 1-207 
Gt. Brit., 1-208, 10-213 
Guide for line managers, 1-209 
to boost productivity, 1-225 
Human resource accounting, 2-222, 
8-195, 10-211, 10-215 
Systems model, 4-183 
Systematic framework of product life 
cycles, 5-166 
*for productivity improvement, 6-217 
*for municipal organizations, 8-218 
for big business, 9-187 
Matching job to man, 9-191 
in law enforcement, 10-144 
to aid practicing manager, 10-164 
Motivational human resources system, 
10-207 
"Fair" treatment for terminated 
employees, 12-214 
Methods--Case studies 
EDP personnel, 1-5 
Ernst & Ernst, resource accounting, 
1-205 
Human resource accounting, R. G. 
Barry €orp., 1-211 
Integrated framework, Chase Manhattan 
Bank, 2-226 
*improvensots in state and local, 
Human resource accounting, 1-203, 
10-206, 12-213 
Human Resource Center, Pacific Tele- 
phone and Telegraph Co. and AT&T, 
2-229 








PERSONNEL ADMINISTRATION (Cont'd) 
Methods--Readings, 3-175 
Human resource planning, 7-203 
*Systems approach, 6-205 
Methods--Research 


Human resource accounting, 7-200 
Methods--Manuals 
BNA, 2-221 
Planning 
Spinoff from compliance with EEO 
regulations, 3-177 
*Need for improvement in munici- 
palities, 6-202 
*Iowa local government, 10-208 
Planning--Research 
Program for state employment 
service, 3-178 
Policies 
Approaches in developing nations, 
6-207 
to avoid charges of discrimination, 
10-45 
Policies--Evaluation 
Audit activity, 5-170 
Policies--Factors affecting 
Fair Labor Standards Act, 9-194 fg 
Supreme Court cases, 11-27 fg 
Policies--Handbooks 
BNA, 2-221 
Policies--Surveys 
*Police in state and local govern- 
ments, 3-174 
Problems 
*during local government reorgani za- 
tions, 1-213 
Problems--Case studies 
in India, 2-223 
Procedures 
Guidelines for setting up, 3-185 
Procedures--Manuals 
*Missouri, 6-201 
Procedures--Training 
for Federal employees, 5-171 fg 
Reports--Methods 
Three systems, 7-204 
Responsibilities 
under merit system, 5-173 fg 
New concept in development, 10-210 
Relationship of staff development 
to, 12-300 
Responsibilities--Trends 
Role as change agent, 7-198 
*Surveys, 7-22 
State of profession and role of 
associations in Canada, 5-164 
Japan, 6-204 
Textbooks 
Cuming, 1-208 
Fraser, 3-176 
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PERSONNEL ADMINISTRATION (Cont'd) 
Textbooks (Cont'd) 
Lawrence, 3-179 
French, 7-201 
*Textbooks--Bibliography, 2-218 fg 
Training 
*Technical assistance under IPA, 8-89 
Trends, 6-197, 10-177 
Yearbooks, 4-188 
PERSONNEL DEPARTMENTS 
Administration 
Bridging gap between home office and 
branches, 1-215 
Attitudes toward--Case studies 
Image in large corp., 9-196 
Case studies 
*City of New York, 4-189 
Evaluation--Case studies 
*Applicant service questionnaire, 
King County, Seattle, 6-209 
Organization 
Guidance on basic procedures, 3-185 
*Organization--Bibliography, 12-218 fg 
Planning--Research 
Model to plan and anticipate changes 
in number of applicants, 3-186 
Responsibilities 
to select and match skills to needs 
and to be motivating force, 2-228 
Role in hearing conservation, 9-95 
Human resources management, 11-210 
PERSONNEL DIRECTORS 
Directories 
Gt. Brit., 5-175 
Responsibilities, 2-228 
in Federal government, 5-169 fz 
Responsibilities--Factors affecting 
Technical and organizational change, 
7-199 
PERSONNEL OFFICERS 
Attitudes--Surveys 
78 Canadian, 7-206 
Responsibilities--Bibliography 
*and characteristics, 12-218 fg 
Training 
for management of human resources, 
2-307 
Training--Determining needs 
Guide, 11-284 fg 
Training--Methods 
Gt. Brit., 11-92 
PERSONNEL RECORDS 
ADP applications--Case studies 
Bristol-Myers, 3-180 
*Omaha, Neb., 7-209 
Armco Steel, 11-219 
ADP applications--Surveys 
16 companies, Gt. Brit. and Europe, 
5-177 














PERSONNEL RECORDS (Cont'd) 
Policies 
Legal and ethical view of confiden- 
tiality, 7-208 
PERSONNEL RESEARCH 
Bibliography, 2-232, 9-197 
HumRRO, 6-198 
Evaluation 
*IPA grant funded projects, 6-210 
Evaluation--Methods 
Project control at Rank Xerox 
(U.K.), 7-210 
- Methods 
Pilot study, 11-221 
Reports 
CSC, 11-222 fg 
*Responsibilities--Bibliography, 
2-218 fg 
Surveys, 9-195 
Perspectives for industrial 
psychology, 4-190 
*British civil service, 12-221 
PERSONNEL UTILIZATION 
Bibliography, 9-156 
Cost--Case studies 
Using civil service vs. contract 
labor, 2-240 fg 
Evaluation--Methods 
Audit technique, 1-219 
Methods 
Multi-attribute assignment models, 
2-238 
Job splitting, 5-178 
after implementing word processing 
system, 6-211 
Word processing career paths, 6-212 
Methods--Research 
Based on tolerance for bureau- 
cratic structure, 3-189 
Assessment-classification model, 


12-223 
Research 
*Baltimore, Md., Relocation Divi- 
sion, 7-211 
Surveys 


*Police, fire and sanitation 
workers, 6-185 
Theory 
Paul Principle, 2-237 
PHARMACISTS 
Training--Methods, 9-260 
Physical fitness tests 
See: Qualifications--Physical 
capacities 
PHYSICIAN'S ASSISTANTS 
Career opportunities 
and training prospects, 11-106 





PHYSICIAN'S ASSISTANTS (Cont'd) 
Manpower planning--Bibliography, 9-101 
Responsibilities, 2-99 
Training--Directories, 6-87 
Utilization 

Problems, prospects, 10-97 
Utilization--Research 
Productivity potential, 4-84 

PHYSICIANS 
Evaluation--Research, 10-202 
Manpower forecasting 

Conceptual framework, 2-97 
Manpower planning--Legislation 
to alleviate geographical maldistri- 
bution, 7-98 

PHYSICISTS 

Characteristics--Surveys 
Bachelor's degree recipients, 8-244 

Education--Statistics 
Degrees, 1972-73, 8-243 

Employment--Statistics 
Offers, 1972-73, 11-255 

Manpower planning 


Supply and demand, 2-279 fg 
Medical physicists, 11-259 
PLACEMENT 


ADP applications 
Federal Automated Career System, 
4-192 fg 
ADP applications--Case studies 
U.S. Training and Employment Service, 
2-241, 4-191 
ADP applications--Evaluation 
Job bank program, 2-242 
Administration--Surveys 
Manpower Administration and National 
Employers' Committee, 5-179 
Methods 
Career planning and placement office, 
8-200 
Hungarian algorithm, 9-199 
Methods--Research 
Assessment-classification mdel, 12-223 
Methods--Trends 
Changing employment service, 9-198 
PLANNING 
Methods 
Contingency approach, 7-160 
Long range, project team, 10-146 
*in British civil service, 12-169 


Methods--Case studies, 4-145 


*POLICE 
See also: Law enforcement personnel 
Attitudes--Research 
Changes during initial employment 
period, 4-114 








*POLICE (Cont'd) 
Career planning--Methods 


St. Louis, 10-8 
Career staffing--Methods 

Three track program, 
Collective bargaining 

Structure, scope and process, 2-144 
Collective bargaining--Bibliography 

Since 1965, 7-146 
Evaluation--Methods 

Guidelines, 1-199 

for supervisors, 8-184 
Evaluation--Research 

Background characteristics and 

performance, 1-264 

Fringe benefits--Surveys 


10-9 


Nebraska municipalities, 3-77 
Virginia, 3-79 
Cities 10,000 and over, 12-199 


Human relations--Training 
Syracuse, N.Y., 11-116 
Job analysis--Research, 9-115 
Overall description, demographic 
correlates, 11-137 
Labor relations--Case studies 
Compulsory arbitration, Rhode 
Island, 6-129 
Labor relations--Methods 
Multilateralism, 11-145 
Labor relations--Procedures 
Role of mediator, fact-finder, 
11-158 
Labor relations--Surveys 
Collective bargaining, impasse 
procedures dilemma, effect on 
operations, etc., 5-117 
Bargaining and impasse procedures, 
10-132 
Pay--Surveys 
Nebraska municipalities, 3-77 
Virginia, 3-79 
Cities 10,000 and over, 
Personnel policies, 8-215 
Personnel policies--Surveys 
Cities of 50,000 and over, 1-217 
State and local governments, 3-174 
Productivity--Improvement 
Report of Advisory Group, 6-222 
Questions for evaluating, 6-223 
Qualifications--Research 
Height requirement, 6-258 
Selection--Case studies 
New York City, 8-295 
Selection--Methods 
Importance of job-related techni- 
ques, 5-220 
Selection--Research 
for entry-level positions, 10-250 


12-199 
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*POLICE (Cont'd) 
Selection--Research (Cont'd) 
Biographical data inventory, 12-279 
Tests 
for dispatcher, 8-258 
Training--Administration 
Guidelines, 2-315 
Guide for small department, 3-230 
College based centers, 8-278 
Training--Case studies 


Executives, Pa, State Univ., 8-58 
Training--Research 
Stress vs. non-stress, 12-308 


Training officers--Training 

Guidelines, 2-315 
Unions--Effects 

on disciplinary practices, 8-131 
Unions--History, 1-140 
Unions--Surveys 

Power and impact, 2-144 
Utilization--Planning 

Assessment centers, 

*P OLICEWOMEN 

Case studies 

District of Columbia, 
Characteristics 

Strengths, weaknesses, 10-283 
Manpower planning, 5-244 


10-4 


3-254 


POLITICAL ACTIVITY 
Decisions--Evaluation 


CSC vs. National Association of Letter 
Carriers, 8-201, 8-202, 8-203, 
10-218 fg 

Effects 
on public administration, 1-222 


on labor-management relations, 4-118 
Evaluation 
Hatch Act, movement for reform, 


7-214 fg 
Research 
British civil service, 6-213 
United States and Great Britain, 6-214 


Surveys 
*Company policies, and government 
agencies, 4-193 
Significant cases, current attitudes, 
possible alternatives, 5-180 fg 
POLITICAL EXECUTIVES 
Pay--Survey ‘ 
*Arizona, 12-186 
POLYGRAPHS 
for pre-employment checks, 8-251 
*in employment procedure, 5-88 
Poor, Riva, 4-254 
POSITION CLASSIFICATION 


Administration 
General Schedule appeals, 7-215 fg 
Appeals, 9-200 fg 














POSITION CLASSIFICATION (Cont'd) 


Audits 
*Springfield, I1l., 12-187 
Bibliography, 2-245 fg 


Evaluation 
Naval Enlisted Classification 
System, 9-202 fg 
Evaluation--Research 
Accuracy of classification, 
7-217 fg 
Methods 
New factor evaluation system, 9-201 
Schedules 
*Model human services worker 
series, 3-192 
Societies--Conferences 
Classification & Compensation 
Society, 2-243 
Societies--Directories 
Classification & Compensation 
Society, 4-194 
POSITION DESCRIPTIONS 
Library jobs, 2-244 
Cable television manpower, 6-215 
*Iowa, for county governments, 7-216 
Occupational health nurse, 10-219 
*Clerk, clerk-typist, clerk-steno, 
10-220 
Word processing, 11-224 
Factors affecting--Research 
Dichotomized task performance data 
for members performing each 
task of group descriptions ,8-204 
Methods--Bibliography, 2-245 
Preparation 
*Canadian public service, 5-181 
POSITION MANAGEMENT 
ADP applications--Methods 
*District of Columbia, 7-218 
Methods 
Roles in design, management, 
techniques, 8-205 
POSTAL EMPLOYEES 
Collective bargaining 
Canada, right to strike, 4-128 
Job satisfaction--Research 
Personal and organizational 


determinants, 7-127 fg 
Training--Catalogs, schedules, etc,., 
2-314 fg 
Postal Service Management Institute, 
2-313 fg 
Unions 
Right to strike, 3-131 fg 


Peter Principle, 7-17 
PROBLEM SOLVING 
Group method--Case studies 
Formulating recommendations for 
change, 9-91 


PROBLEM SOLVING (Cont'd) 





Group method--Factors affecting 
Racial heterogeneity and homogeneity, 
5-66 
Group method--Research 
Individual subgroup, and total group, 
6-29 
Nominal-group, 11-101 
Effects of group size, 12-53 
Measuring capacity of interaction, 
12-267 
Methods 
through process management, 1-28 
Guidelines for supervisor, 3-32 
PRODUCTIVITY 
Administration--Evaluation 
Labor-management committees, 10-221 
Attitudes towards--Surveys 
Executives, 10-54 
Bibliography, 2-248 
Causes--Case studies 
Gt. Brit., three-day morals, 11-226 
Factors affecting 
Personnel function, 1-223 
Rearranged work week, 5-76 
Turnover, absenteeism and safety,6-216 
Improving quality of work life, 6-224 
*Understanding the philosophy of 
service, 7-220 fg 
Expected pay and self-esteem, 8-179 
Divorce, 8-206 
Motivational conditions, 9-204 
Adversary relationship of labor- 
management, 12-225 
Training, job satisfaction, etc., 
12-226 
Factors affecting--Research 
Goal setting and supervision, 2-251 
Intragroup competition and competitive 
reward, 2-252 
Size of research teams, 6-223 
Transcendental meditation, 7-221 
Work organization, leadership style, 
and member compatibility, 7-222 
Improvement 
Guide, 11-227 
*and measurement, 12-142 
Improvement--Applications 
*in service sector of economy, 7-223 
*Improvement--Bibliography, 12-217 fg 
Improvement--Case studies 
Six companies, 4-195 
*Kansas City, 5-183 
*San Francisco, Operations Analysis 
Program, 7-219 
Improvement--Evaluation 
*in providing social services, 3-198 
*Police, 6-221 








PRODUCTIVITY 
Improvement--Factors affecting 


(Cont'd) 


Automation, 12-227 fg 
Improvement --Handbooks 


Hospital employees, 12-224 
*Improvement--Methods, 2-254 fg 

Making work environment attractive, 
1-227 

*in public and private sector, 
2-246 fg 

*in local governments, 2-247, 4-196 

Successful clerical programs, 2-250 


Federal activities, 
in education 
5-185 
Humanistic vs. technological basis, 
5-184 fg 

*Behavioral science applications, 


3-128, 9-205 fg 
and health fields, 


integration of personnel func- 
tion, etc., 6-217 fg 
through training in goal setting, 


bargaining, 


6-219 

through application of technology, 
7-223 

IMPROSHARE, between management 
and labor, 12-225 

Demand better results, 12-229 

DIMES at DOD, 12-231 fg 


Improvement --Methods--Evaluation 
thru manpower policies, 2-249 
Improvement--Reports 
*Advisory Group on 
Law Enforcement, 
Measurement 
capital 


Productivity in 
6-222 
case studies, 
investment opportuni- 
ties, 7-225 fg 
National 8-210 fg 
Improvement--Responsibilities 


system, 


etec., 
Commission, 


Challenges for personnel depart- 
ment, 1-225 
CSC, 3-128 fg 
Clearinghouse on Productivity and 
Organizational Effectiveness, 
11-228, 12-228 fg 
Improvement--Surveys 
Measures and incentives, 
*Public sector, 7-224 
Improvement--Training 
*New York City Police Academy, 5-182 
Labor agreements--Case studies 
*Detroit sanitation, 5-114 
Labor agreements--Evaluation 
Bargaining, 1-224 
Bargaining in Gt. Brit., 3-194, 
10-222 
Measurement 


1-224 


in Federal government, 7-225, 
9.207 fg 
Meaning and, 9-206 
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PRODUCTIVITY (Cont'd) 

Measurement--Methods 

Formula, 3-193 

Agency instruction package, 8-209 fe 

Before and after improvement, 11-229 
Measurement--Surveys 

*State and local governments, 5-183 
Policies--Evaluation 

Disc ipline not meeting standards, 

4-197 

Problems 

*in government, 1-226, 8-208 
Research--Conferences, 6-220 
Responsibilities 

Helping employees understand, 11-225 


*Surveys, 4-203 
Trends 
U.S. 9 1948-1969, 6-218 
PROFESSIONAL AND ADMINISTRATIVE 
EXAMINATION, 8-12, 
PROFESS LONAL EMPLOYEES 
Characteristics--Research 


CAREER 


11-272 ee 


*Professionalism and role making ,9-208 

Characteristics--Surveys 
Washington community colleges, 

Collective bargaining--Attitudes toward 


Uneasiness, 2-140 


9-209 


Education--Evaluation 
Characteristics and 
1-281 


ratings of 
schools, 
Employment 
Contracts, 
Ethics 


12-81 


Integrating with political 
11-65 
Ethics--Bibliography 
1950-70, 11-64 
satisfaction--Research 
fulfillment, 11-135 
Pay--Research 


behavior, 


Job 
Needs 
Male-female differentials, 

Personnel problems--Research 


6-187 


in bureaucratic organizations, 5-187 
Promotion--Attitudes towards 
Related to job satisfaction, 10-127 


Training 
Role of professional association in 
continuing education, 1-229 
Unions--Research 
Compatibility with professionalism, 
5-106 
PROFIT SHARING 
Administration 
Guide, 12-103 
Case studies 
Retirement plan, Xerox Corp., 
Methods, 5-153 





PROGRAMMED INSTRUCTION 


ADP applications 
PLATO IV and TICCIT, 7-277 
ADP applications--Bibliography, 9-253 
ADP applications--Case studies 
Univ. of Ill., 4-242 
Applications 
to highly technical jobs, 10-276 
Bibliography, 1-299 
Courses of study 
USDA performance evaluation plan, 
2-220 fg 
Methods 
Task analysis, evaluation, 10-271 
Textbooks, 10-271 
PROGRAMMERS 
Abilities--Research 
*Prediction using AABP Test, 6-6 
Characteristics--Research 
Behavioral styles, work pre- 
ferences, values, 6-5 
Job analysis--Research, 11-7 
Computer Position Profile, 9-6 
Pay--Surveys, 6-184 
Tests--Research 
Basic Programming Knowledge Test, 
9-5 
Training 
Standards of performance guidelines, 
10-6 
PROJECT MANAGEMENT 
Surveys 
Use, needs and problems of manager, 
3-143 
PROMOTION 
Attitudes toward--Research 
Faculty members' criteria, 5-188 
Relation to job satisfaction, 
10-127 
Factors affecting--Research 
*Relationship between interests 
and job success, 4-198 
Methods 
Awarding title "master employee," 
3-195 
Games companies play, 9-210 
to provide equal opportunity,9-211 
Internal job posting, 10-227 
Foreign Service, 11-230 fg 
Planning 
Investigating, quantifying, 
charting paths, 8-211 
Planning--Case studies 
Promotional Progress Plan and 
Flowchart, Naval Electronics 
Laboratory Center, 3-196 fg 
Policies 
FED facts, 5-189 fg 











PROMOTION (Cont'd) 
Policies (Cont'd) 
Immigrants, 7-226 
PSYCHIATRIC AIDES 
Job satisfaction--Research 
Related to turnover, 12-133 
PSYCHOLOGISTS 
Characteristics 
Education, field of specialization, 
employment setting, etc., 12-188 
Mobility--Comparative surveys 
Men/women in southeast, 12-316 
Pay--Surveys 
APA, 1972, 12-188 
Responsibilities 
*in police department, 3-30 
in industry, 11-211 
PSYCHOLOGY, LNDUSTRIAL 
Readings, 3-175 
Textbooks 
Benge, 1-204 
McCormick and Tiffin, 4-186 
PUBLIC ADMINISTRATION 
Attitudes toward--Surveys 
Citizens view, 6-230 
Case studies 
HEW, 7-228 fg 
AEC, 9-212 fg 
Citizen participation--Manuals 
Access to Federal agencies, 12-235 
Comparative surveys 
Great Britain, France, and U.S.,2-262 
Ecological and developmental 
elements, 5-190 
Conferences 
Social equity and, 3-198 
Evaluation 
Quest for accountability, 6-227 
Problems, approaches, and examples, 
6-229 
Citizens view, 6-230 
OMB perspective, GAO, state perform- 
ance, 9-216 fg 
Implications of Watergate, 12-236 
Evaluation--Methods 
Pre-audit and post-audit, 1-234 
Factors affecting 
Political activity, 1-222 
History 
from amoral to humane bureaucracy, 
1-231 
from earliest to present day, 1-232 
Methods 
Applying business methods, 1-230,2-260 
Need for enlightened, 6-152 
Need for skilled managers, long-range 
planning, etc., 10-223 
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PUBLIC ADMINISTRATION (Cont'd) 


Methods--Comparative surveys 
Styles of three U.S. Presidents, 
3-200 fg 
Methods--Evaluation 
of commercial approach, 12-233 
Methods--Research 
Presidential Advisory Commissions, 


1-237 fg 
Policies 
GSA responsibilities under EO 
11717, 5-194 fg 


Problems--Surveys 
Administrative reform, Canada, 
6-225 fg 
Readings 
New perspectives, 5-193 
Framework and functions, 8-214 
Relation to politics, 2-262 
in local government, Gt. Brit. 
and U.S., 3-199 


Reports 
Commission on Government Procure- 
ment, 10-226 fg 
Research 
Large scale technical programs, 
12-234 fg 


Research--Methods 
Model, 8-212 
Responsibilities 
Matrix of professional competencies, 
8-213 
Administrative agencies, 11-231 
Accountability and organizational 


humanism, 11-235 fg 
Surveys, 2-254 

NASA, 1-233 fg 

Service institutions, 2-256 fg 


Power, professionalism and, 12-237 
Theory 
Need for appropriateness to 
organization, 1-236 
Fayol, 4-199 
Word and science, 5-191 
Training 
Meeting needs of tomorrow, 4-69 
Guidelines and standards for 
masters, 9-215 
Training--Comparative surveys 
Graduate programs, selected 
universities, 7-85 
Training--Methods 
Action Research model, 6-271 
Training--Surveys 
Graduate school programs, 
8-216 


Status in Fla., 12-290 
Trends, 2-257 





Public Employment Program 
See: Civil service--Staffing 5 
Disadvantaged--Employment, etc. 
PUBLIC RELATIONS 
Methods 
in government, 4-205 fg 
Responsibilities 
Improving image of career civil 
service, 10-18 fg 
PUBLIC RELATIONS SPECIALISTS 
Responsibilities 
in government, 4-205 fg 
PUBLIC SPEAKING 
Tips for executives, 2-27 
Instant eloquence, 5-22 
PUBLICATIONS, EMPLOYEE 
Administration 
Editor's job, 8-19 
PURCHASING AGENTS 
Career staffing 
DOD civilian, 12-24 fg 


Q 


QUALIFICATIONS 
Physical capacities--Case studies 
*Spokane, test for police, 
4-226 
Physical capacities--Research 
*Police officer height requirement, 
6-258 
Rating 
Classifying rating methods, 6-255 
Rating--Records 
Documentation, 11-263 fg 
QUESTIONNATRES 
Preparation 
Item-writing techniques, types of 
items, 3-4 
of test questions, 12-277 


R 


RAILROAD EMPLOYEES 
Retirement--Administration 
Railroad Retirement System, 1-246 
READABILITY 
Improvement 
for effective employee communication, 
10-31 
Measurement --Research 
for job materials, 12-41 
RECREATION 
Methods 
Employer-sponsored, 11-105 
Trends 
in industry, 8-219 








RECRUITMENT 
See also: Advertising--Recruitment; 
College graduates--Recruitment; 
Executives--Recruitment, etc, 
Factors affecting 
Image of business among college 
students, 3-201 
Sex structuring of organizations, 
7-229 
Task definition and exposition, 
7-230 
Literature--Planning 
to capture best graduates, 4-208 
Methods 


Adding twist of innovation, 1-238 
CAPER model, 2-227 fg 
Unanswered questions, 4-206 
Guidelines, case studies, forms, 
6-257 
*Lateral entry, in Calif. law 


8-220 
Specification, 9-217 
*Regional cooperative program, 
Calif., 10-248 
Methods--Evaluation 
Name request concept, 4-63 
Trends, 6-231 
REDUCTION IN FORCE 
Administration 
Threats to EEO, 
Bibliography, 9-156 
Effects--Case studies 
Medium-sized industrial firm, 
northern England, 2-265 
Labor agreements 
*Job security in public service, 
7-233 
Methods 
to reduce economic and psychologi- 
cal strains, 7-231 * 
Policies--Case studies 
*Legal protection of job security, 
3-205 
during business slowdown, 
West Warwick Screw 
Products Co., 6-232 
Policies--Comparative surveys 
Britain, France and Germany, 4-210 
Policies--Decisions 
Using seniority as sole criterion, 
4-209 
Policies--Evaluation 
Selected activities, 
12-239 
Research 
Advance notice and job search 
activity, 12-7 


enforcement, 


fg 


12-69 


FY 1972, 


fg 








REFERENCE CHECKS 
Responsibilities 
under Fair Credit Reporting Act, 
1-263 
Guidelines to avoid legal actions, 
1-265 
REHABILITATION COUNSELORS 
Bibliography 
Occupations, characteristics, 
and relationships, 1-182 
Training 
Guide, 1-108 
Turnover--Factors affecting 
Leadership behavior and job satisfac- 
tion, 3-137 
REHABILITATION, VOCATIONAL 
Influences of family group therapy, 


roles 


3-80 
Bibliography, 1-104 
Readings 
Trends, work evaluation, techniques, 
placement, etc., 2-37 
RELOCAT LON 
See also: Transfer 
Administration 
Increased benefits, 12-240 
Attitudes toward 
Employee desires, 12-241 
Cost 
635 corporations, 1972, 11-237 


Effects--Research 


Retrained Mexican-Americans, 12-242 
Methods 

Using relocation services, 1-240 
Problems 


*Employees finding new homes, 7-232 
REMOVAL 
Labor agreements 
*Job security in 
Methods 


public sector, 7-233 


Unbiased, 10-45 
Policies 
Gt. Brit., case law, 3-203 


Policies--Case studies 
*Legal protection of job security by 
statute, judicial and administra- 
tive decisions, and collective 
bargaining, 3-205 
Policies--Factors affecting 
Implied rights to job security, 9-218 
Due process for probationary 
employee, 11-238 
Problems 
in Europe, 3-204 
RESEARCH--ADMINISTRATLON 
Case studies 
NIH, 6-246 








RESEARCH--ADMINISTRATION (Cont'd) 
Policies 


Achieving cooperation between 
government and universities, 4=219 
Staffing 
for nuclear power, 5-217 
Statistics 
*in state government agencies, 4-220 
RESIGNATION 
Factors affecting--Research 
Pre-entry job orientation, 10-181 
RETIREES 
Characteristics--Comparative surveys 
Work-life of men who claim reduced 
benefits and those who draw full 
benefits, 6-233 
Insurance--Administration 
for those before July 1, 1960, 
11-118 fg 
Living conditions 
Three budgets for couple, 4-212 
RETIREES , MILITARY 
Career planning--Bibliography, 4-153 
RET LREMENT 


Administration 


Model for retirement forecasting, 
1-248 fg 
*Public systems, 8-228 
"Salaried only" plans, 8-229 
*State and local systems, 9-223 
Administration--Case studies 
*New York City, 1-245 
People's Republic of China, 8-227 
Xerox profit-sharing plan, 8-232 
Administration--Evaluation 
Railroad Retirement System, 1968-71, 
and legislation to mid-1973, 
1-246 
Administration--Factors affecting 
Environmental, institutional and 
individual, 10-235 
Administration--History 
Federal civil service, 10-231 fg 
Administration--Legislation 
Pension reform bill, provisions, 
1-242 
Administration--Manuals 
*New Jersey, 2-266 
Administration--Reports 
*State and local governments, 4-213 
Administration--Surveys 
117 companies, 3-206 
Attitudes toward 
Discretion toward mandatory and 
voluntary, 3-158 








RETIREMENT (Cont'd) 
Attitudes toward (Cont'd) 
Retired men and their management, Gt, 
Brit., 9-222 
Attitudes toward--Comparative surveys 
Men and women, 10-285 
Beneficiaries 
Pension allocation, Gt. Brit., 12-246 
Benefits 
See also: Social security 
Benefits--Administration 
Changes following legislation, Gt, 
Brit., 2-221 
Company pension schemes, 2-267 
Social Security Admin, report, 2-271 
Income formula guidelines, 4-214 
Employer guarantee when plan is 
terminated, 5-199 
Pension plan termination insurance, 
6-234 
Issues and proposed regulation, 7-235 
*ICMA, for 1 il government, 7-236 
Pension plan terminations, 10-234 
Private pension controversy, 11-239 
Ways to improve, 
11-245 
Pension Reform Act of 1974, 12-243 
*ICMA deferred compensation plan, 
12-248 
Pension reform, 12-251 


peculiar problems, 


nefits--Comparative surveys 
*New York State with others, 12-249 

nefits--Cost, 9-220 
Military Non-disability System, 

9-219 fg 
Benefits--Evaluation 

Comparison methods, 10-236 

Know your pension plan, 10-238 

*Uniform Public Employees Retirement 

Plan, N.Y., 12-249 

Benefits--Factors affecting 

under private plans, 1-243 
Benefits--Laws 

Employee Retirement Income Security 

Act, 11-240, 12-250 

Pension Reform Act of 1974, 12-243 
Benefits--Legislation, 7-235, 7-237 
Benefits--Statistics 
Private funds, 2-268 ' 
Characteristics of plans, 5-203, 5-204 
100 largest plans, 1960-71, 10-232 


f 


snefits--Surveys 


B 


Finnish and Swedish reinsurance, 
implications for U.S., 1-244 

174 companies, 4-211 

*Federal govt. and large private and 
public employers, 5-64 fg 





RETIREMENT: (Cont'd) 


Benefits--Surveys (Cont'd) 
BLS, 8-230 
Private plans, N.Y., 11-244 
Multiemployer plans, 1973, 12-245 
Benefits--Trends 
Rising costs, 2-273 
Survivor's pensions, 11-242 
Bibliography, 5-196 
Conferences 
*Municipal Finance Officers 
Association, 8-228 
Effects 
on executives, 11-241 
Evaluation 
Changing character of college 
recruiting, 8-221 
Finance 
Bank-administered, commingled 
funds, 6-235 
Hidden costs of Federal pensions, 
6-237 fg 
1967-1969, 6-239 
*Prospects for future, to reduce 
costs, 9-224 
Pension Reform Act of 1974, 12-243 
Finance--Case studies 
*Minnesota, fire and police asso- 
ciation funds, 5-200 
Finance--Comparative surveys 
Retirement test provisions, over 
100 countries, 8-226 
Finance--Evaluation 
*Federal and D.C. govt., 11-250 fg 
Finance--Methods 
Guide, 9-220 
Finance--Reports 
*Stockholdings, municipal systems, 
11-247 
Finance--Statistics 
*Selected public employee, 6-238 
Finance--Surveys 
117 companies, 3-206 
*State and local governments, 
1972-73, 8-231 
Flexible 
Need to suit capabilities and 
desires of individuals, 4-215 
Funding 
Employee Retirement Income 
Security Act, 11-240 
Improving professional invest- 
ment, 12-252 
Laws, 10-231 fg 
Employee Retirement Income 
Security Act, 10-230, 11-243 
Laws--Effects 


on corporate profits, 11-246 











RETIREMENT (Cont'd) 


Mandatory 
Incidence and economics, 5-201 
Legal means to oppose, decisions of 
courts and arbitrators, 5-202 
Planning 
Factors for successful retirement, 
program for counseling, 1-247 
to retire at forty-one, 1-249 
Early retirement, 8-235 
Pre-retirement counseling, 10-106 
*Canada, to achieve advantageous 
benefits, 11-251 
Counseling by companies, 11-253 
Complete guide, 12-255 
Planning--Administration 
Need for, factors affecting program 
effectiveness, guidelines, 5-206 
Outlines for sessions, 6-241 
*Port Authority of N.Y. and N.J., 
11-252 
Planning--Bibliography, 2-274 
1965-1974, 10-237 
Planning--Case studies, 9-226 
Counseling, Deaconess Hospital, 
Evansville, Ind., 1-241 
Qantas Airways Ltd., 7-238 
Ford in Great Britain, 7-239 
Planning--Directories 
Best place to live, 5-207 
Planning--Methods 
Organizing program, 12-256 
Planning--Problems 
for executives considering early 
retirement, 7-64 
Planning--Research 
Automobile workers, 8-233 
Planning--Responsibilities 
Role of company, 11-254 
Planning--Self aids, 8-234 
Guide to living abroad, 3-208 
Policies--Case studies 
*local government, large cities, 
whole state or province, 6-236 
Policies--Evaluation 
Irrational beliefs in U.S., 5-205 
Mandatory, for judges, 8-171 
Policies--Factors affecting 
Age discrimination suit against 
Chessie System Inc., prohibiting 
mandatory, 8-225 
Policies--Research 
Labor market impacts of private 
system, 2-269 
Policies--Surveys 
Civil service retirement system, 
2-270 fg 


Gt. Brit., 570 BIM and NAPF companies, 


5-198 








RETIREMENT (Cont'd) 


Policies--Surveys (Cont'd) 
*Teacher systems, 1973 legal 
provisions, 7-234 
Early retirement, 1971, 11-249 
*Federal and D.C. government 


systems, 11-250 fg 
*University of Virginia and AAU, 
12-254 


Relations with social security 
Techniques to integrate private 
plans with social security, 


5-197 
Statistics 
Federal employees, 10-93 fg 
Theory 
Transitional life stage, 5-196 
Trends 
Early retirement, 3-207, 6-240, 
11-253 


Early retirement loses, 12-247 
Vesting 
Employee Retirement Income 
Security Act, 11-240 
Vesting--Surveys 
Full-time employees under private 
plans, 2-272 
Voluntary contributions 
and distribution options, 
corporate plans, 11-248 
RETRAINING 
See also: Disadvantaged--Training 
Administration--Evaluation 
Cost-benefit analysis, 1-30 
Determining needs 
to modify or prevent obsolescence, 
7-266 
Effects--Research 
on earnings of workers affected 
by RIF, 12-305 
Methods--Case studies 
British industry, 1-277 
Methods--Evaluation 
Cost-benefit analysis, 1-290 
RHODE LSLAND 
*Police--Labor relations 
Compulsory arbitration, 6-129 
Roethlisberger, Fritz, 11-115 
ROLE PLAYING 


Evaluation 
Script-case vs. role playing, 
4-244 
Methods--Handbooks, 2-320 
ROTATION 


ADP applications--Case studies 
Air Force, career area rotation 
model, 2-239 fg 
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SABBATICAL LEAVE 
Case studies 
Executives, with Metropolitan 
Cleveland JOBS, 3-47 
Policies 
Paid educational, 7-156 
Policies--Surveys 
Attitudes toward, and programs 
of IBM, Xerox, etc., 4-76 
SAFETY 
Administration 
Problems in complying with 
OSHA, 1-251 
Discrimination and discharge under 
Federal safety statutes, 
1-252 
Role of safety manager, role of 
computerized safety 
information system, 2-277 
for compliance with OSHA, 4-216 
Guide to occupational, 5-208 
Using committees, 8-236 
Role of safety engineer, 8-237 
Union view of progress, 8-241 
Establishing safety committee, 
9-227 
Motivating employees, 10-239 
Administration--Case studies 
3ureau of Engraving and 
Printing, 1-254 fp 
Action sheet keys, Fairview 
General Hospital, 3-209 
Council, Upstate Medical Center, 
Syracuse, N. Y., 3-210 
Topeka, General Foods plant, 
6-242 
Administration--Evaluation 
OSHA, 10-240 
Administration--Executive Orders 
Guidance for agency heads, 
12-258 
Administration--Factors affecting 
Vagueness of standards, 8-240 
Administration--Reports 
Occupational safety and health, 
4-218 
Administration--Trends 


fg 


Increasing union involvement, 
10-240 
Factors affecting 
Workplace hazards, 2-96 
Methods--Case studies 
Point system competition, 
Maxwell House, 1-250 
Westinghouse Canada, thru 
positive reinforcement, 1-253 
Me thods--Evaluation 


Safety committees, 4-217 





SAFETY (Cont'd) 
Policies 
*OSHA handbook, 8-238 fg 
Policies--Evaluation 
Federal occupational safety and 
health standards, 2-276 
Responsibilities 
Role of foreman, 8-242 
Statistics 
Federal government, 1972, 
2-278 fg 
Training 
Employee rights under OSHA, 
8-239 
Training--Manuals 
for supervisors, 10-241 
lraining--Methods 
Videotape recording, 2-275 
Army Ammunition Plant, 12-299 fg 
canlon plan, 2-48, 11-46, 11-47, 12-31 
SCHEDULING 
* Cycle scheduling, 8-79 
Algorithm for cyclic seven-day 
demand pattern, 9-102 
SCIENTISTS 
See also: Engineers; Technicians 
Abilities--Research 
Determinants of perceived role 
performance, 7-240 
Applications for positions-- 


Training 
AIAA Employment Workshops, 6-244 
Career opportunities--Bibliography, 
2-284 
Career planning--Conferences 
Long-range personal, 1-258 
Characteristics 
3ehavioral science literature, 
* 6-250 
Characteristics--Research 
Autonomy, gratification and 
R & D outputs, 5-216 
Characteristics--Statistics, 9-233 
Characteristics--Surveys 
Ph.Ds, 6-251 
Education--Trends 
1961-1971, 1-255 
Employment--Statistics 
*1950-70, in Federal, state and 


local government, 2-286 fp 
*in state government agencies, 
4-220 


April 1974, 10-242 
Employment --Surveys 
Manpower forecast, impact of Federal 
policies, 1-258 
Employment--Trends 
Utilization and demand, in industri- 
al research, 7-24] 











SCIENTISTS (Cont'd) 
Employment--Trends (Cont'd) 
in the U.S., 8-250 
1953-1974, 9-234 fg 
Evaluation--Research 
Discriminability of Miner 
Sentence Completion Scale, 
7-243 
Fringe benefits--Attitudes 
toward 
as affected by characteristics, 
4-77 
Job satisfaction--Research 
Related to mobility, 8-248 
Management functions 
Relevance of technical 
education, 8-50 
Management functions--Research 
Role of scientist-administra- 
tor, NIH, 6-246 fp 
Manpower planning 
*Role of schools and universities 
in meeting needs of 
public science agencies, 
4-219 
Utility staffing and training, 
5-217 
for 1970s, 11-260 
Structure issues in supply 


& demand, 12-261! 


M 


Motivation--Problems 
When fast growth situation 
changes to no-growth, 
6-169 
Pay--Comparative surveys 
Male-female salary 
differences among Ph.D.'s, 


8-186 
Pay--Surveys 
in R & D, 2-280 fo 
Industry R & D, 1971, 2-287 
Scientific Manpower 
Commission, 3-213 
Personnel policies--Bibliography 
*Public and private sectors, 
9-232 fg 
Position descriptions 
*Alternate jobs for 
unemployed, 12-259 fg 
Recruitment --Methods 
from cooperative work-study 
programs, 3-211 
Recruitment--Research 
Source, as determinant of 
effectiveness, 5-211 fg 
Redeployment--Case studies 
Factors in career transfer, 
King County, Wash., 
1-257 
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SCIENTISTS (Cont'd) 


Redeployment--Evaluation 
DOL assistance program, 8-249 
Redeployment--Reports 
During periods of changing 
demands, 11-256 
Redeployment--Research 
California, Re-Employment 
Action Committee, 1-26] 
Aerospace professionals, 
8-246 
*from aerospace to urban 
govt °9 
Retraining--Administration 
for unemployed, 11-258 
Retraining--Case studies 
Technology Utilization Project, 
1-260 


9.998 


Statistics 
Immigrants, characteristics 
and attitudes, 1-262 
Employment status, age, sex, 
and education, 3-214 
lTraining--Research 
Requirements in 1966, 1-256 
Unemployment 
Dimensions of problems for 
aerospace, 8-246 
Unions--Attitudes toward, 11-257 
SECRETARIES 
Career opportunities 
Paraprofessional structure in 
word processing, 11-298 
Responsibilities 
in automated offices, 12-13 
Selection--Methods 
*In-basket, 10-255 
Surveys 
Pay, number of children, union 
membership, etc., 8-284 
Utilization 
Source for paraprofessional 
assistants, 3-191] 
Successful manager/secretary 
team, 11-223 
SECURITY PROGRAM, 7-244 
Administration 
Identification and control of 
personnel, 9-235 
Federal government loyalty 
standards, 10-245 
Problems 
Computer abuse, 10-247 
Special areas 
3uilding, office, 10-246 
SELECTION 
Factors affecting 
Signaling equilibrium, 12-263 
Factors affecting--Research 
Worker characteristics of males 
and females of varying ages, 
9-236 








SELECTION (Cont'd) 
Methods 


*Importance of job-related 
techniques for police, 
5-220 

Improving vita, 5-221 
Guidelines, case studies, 
forms, 6-257 
Handwriting analysis, 8-253 
*Three approaches, 9-237 
Improved interviewing, 10-45 

*Regional cooperative program, 

Calif., 10-248 


for dull work, 11-261 
for lower skill hospital jobs, 11-262 
Methods--Case studies 


Guidelines for banking 


industry, 6-254 
Methods--Evaluation 


Job testing, 4-222 
for Federal employment, 9-238 fg 
Extended interview procedure, 
Gt. Brit., 10-249 
*Data Stream, Canada, 12-262 
Methods--Research 
Business and engineering students, 
Biographical information, 8-252 
*Entry-level police, and 
firefighters, 10-250 
*In-basket, for secretaries, 
10-255 
Policies 
*Legal aspects, 6-15 fg 
Procedures 
*Uniform guidelines, 2-303 
*Civil rights requirements, 
12-65 
Procedures--Evaluations 
Members of contract appeals 
boards, 3-217 fg 
Procedures--Factors affecting 
*Consulting Center's activities, 
Calif., 12-264 
Procedures--Research 
Attitude toward invasion of 
privacy and applicant 
correlates, 2-126 
Twenty-five year follow-up of ex- 
tended interview, in Royal 
Navy, Gt. Brit., 3-215 
SENSITIVITY TRAINING 
Applications 
to organization development, 9-12 
Effects--Comparative surveys 
Self-concept changes between 
workshops and T-groups, 
1-300 
Effects--Research 
Long-term, on participant 
change, 12-302 








SENSITIVITY TRAINING (Cont'd) 
Evaluation 
Measuring impact of trainer on 
T-group, 2-319 
Effects on measure of self- 
actualization, 2-322 
T-Group and workgroup climates and 
participants' thoughts about 
transfer, 3-235 
Impact on leadership and 
communication concepts, 12-307 
Factors affecting 
Personality traits, 4-240 
Factors affecting--Research 
Variations in educator 
behavior, 4-241 
Methods 
Four-phased program, 4-243 
Co-trainers team, 11-294 
Vignettes illustrating, 12-97 
Methods- -Reading 
How organisations have used, 
recent research, guidelines 
for, implementation, 1-298 
Surveys, 9-259 
SHORTER WORKWEEK 
See also: Hours of work 
Applications--Research 
at McGuire Air Force Base, N.J., 
2-105 fg 
Attitudes toward 
Unions and, 4-40 
*Four-day week in Oregon state, 
6-92 
Attitudes toward--Case studies 
A. F. Logistics Command, Air 
Materiel Area, 2-107 fg 
Attitudes toward--Comparative surveys 
International conference, 2-108 
Bibliography, 9-103 
and flexible hours, 10-103 
Case studies 
*Business and local government, 
3-90 
*California Department of 
Transportation, 3-91 
Comparative surveys 
in Canada and Europe, 6-93 
Effects 
Problems and adjustments of 
individual, 2-106 
on productivity, job satisfaction, 
transportation, family life, 
etc., 7-100 
Effects--Research 
on employee job satisfaction, 
9-104 
Evaluation 
Pros, cons of 4-40, 10-100 
Research 


Four day, 36 hour, 7-104 








SHORTER WORKWEEK (Cont'd) 
Surveys 
Historical pattern, labor and 
management's position, 
impact, 1-114 
SICK LEAVE 
Control 
Methods, 11-164 
Policies--Evaluation 
Extension before retirement, 
7-157 fg 
Simulation 
See: Games, Business 
SKILLS INVENTORY 
ADP applications 
See also: Placement--ADP 
applications; Personnel 
administration--ADP applica- 
tions 
Federal Automated Career 
System, 4-192, 5-219 fg 
ADP applications--Case studies 
Electronic technicians, 3-190 
Index of Relevance, Pratt & 
Whitney Aircraft Division, 
5-218 
ADP applications--Evaluation 
Need for determining benefits 
before implementing, 6-256 
Methods--Case studies 
Aveo, 1-218 
SOCIAL AND BEHAVIORAL SCIENCES 
Applications 
Diagnostic, training, and 
change facilitating, 6-206 
Applications--Surveys 
in industry, 2-288 
Dictionaries, 2-290 
Terminology, 7-245 
Theory, 2-289 
SOCIAL SCIENTISTS 
Responsibilities 
in law enforcement, 5-167 
Utilization--Trends 
1960-1970, 3-123 
SOCIAL SECURITY, 10-233 
Financial footing, 10-229 
Increases, changes, 12-244 
Basics, 12-253 
Effect on personal savings, 12-257 
History 
1935-73, 9-225 
SOCIAL WORKERS 
Position classification 
*Model, 3-192 
Responsibilities, 2-188 
Training--Case studies 
National Center for Youth 
Outbreak Workers, 6-266 
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SOCIAL WORKERS (Cont'd) 
Utilization 
Team model, 3-188 
*Rehabilitation occupations, 
12-222 
SOUTH DAKOTA 
Civil service 
Career Service Act, 4-8 
SPAIN 
Civil service, 2-23 
SPAN OF CONTROL 
Factors affecting, 11-172 
Methods 
Model, 12-267 
SPANISH-SPEAKING AMERICANS 
See also: Mexican-Americans 
Employment --Administration 
16-point program, 4-43 fg 
Employment --Reports 
U.S. Cabinet Committee on 
Opportunities, 4-40 
Training--Reports 
Manpower programs, 12-62 
STAFF AND LINE, 12-300 
Research 
Organizational images, 11-183 
Responsibilities 
Staff services in smaller 
companies, 4-162 
STAFF COLLEGES 
Catalogs, schedules, etc. 
Executive seminar centers, 6-78 fg 
Methods 
FEI, 11-14 fg 
STAFF MEETINGS 
Planning 
and running, 1-24 
STANDARDS OF PERFORMANCE 
Research 
*Job proficiency criteria, 12-210 
STATE EMPLOYEES 
Travel 
*Special hotel rates, 3-187 
S TENOGRAPHE RS 
*Position description, 10-220 
STEWARDESSES 
Unions, 8-289 
STRESS, PSYCHOLOGICAL 
Predicting states, 12-281 


Causes 
and effects on managers, 11-78 
Effects 
on executives, 7-73 
STRIKES 


Attitudes toward 
Giving postal workers right, 
3-131 fg 
*Legislative and court action, 
11-141 
*G. Meany's, 12-150 








STRIKES (Cont'd) 
Case studies 
*Connecticut, 8-123 
*Redwood City, Calif., 9-132 
Control 
*Comprehensive approach, 8-133 
*Need for stronger enforce- 
ment of antistrike 
laws, 8-134 
*Hawaii, 12-145 
*Picketing, 12-149 
Control--Comparative surveys 
*Public and private, 1-138 
Control--Laws 
*Right to strike, 7-139 
*Right to strike, Pennsylvania, 
7-149 
Control--Methods 
*thru public referendum, 11-146 
Labor agreements 
*Canadian postal workers, 4-128 
Laws 
*Legal status, 10-130 
Readings 
Right to strike, 10-135 
Research 
*Right to strike, 5-116 
Surveys 
*Southern non-professional 
employees, 1968-71, 4-123 
*Issues related to legalizing, 
6-124 
*City employees, 9-131 
SUCCESS (IN EMPLOYMENT), 7-197 
How to win boss's job, 2-73 
as subordinate, 2-113 
Executive value patterns 
predictive of success, 10-59 
Suggestion system correlate, 6-27 
Sugggsti n systems 
pee:lncentive awards 
SUMMER EMPLOYMENT 
Administration--Manuals 
for underprivileged, 1-322 
Career opportunities, 11-29 fg 
Evaluation 
Federal Summer Intern 
Program, 4-92 fg 
Surveys 
Federal Summer Intern 
Program, 4-93 fg 
SUPERVISION 
Attitudes towards--Research 
Determinants of subordinate's, 
11-264 


Case studies, 1-266 
Factors affecting 
Dynamics of employee stress 
and motivation, 9-240 
Mutual respect, 11-266 





SUPERVISION (Cont'd) 
Methods 
ABCs, 2-292 
Using self-involvement, 2-293 
to increase employee 
incentive, 5-223 


Me thods--Evaluation 


Methods- -Readings 


Methods--Research 


Methods--Special areas 


Principles--Research 
*Unity of command and job 
Problems 


Terminology, 11-166 
Textbooks 


*Training--Manuals, 7-248 
SUPERVISORS 
Abilities 


Abilities--Research 








to get most from people, 
7-246 

in handling conflict, 7-249 

to build motivation and 
morale, 8-207 

in government and business, 8-257 

Developing people potential, 
9-239 

Application of behavior technology, 
9-243 

Managing crash project, 10-145 

Dealing with problem worker, 
10-252 

Eliminating employee bickering, 
12-265 


Swedish and British research, 
3-218 


Human services agencies, 
12-266 


Nursing personnel in hospital, 
2-291 

Communication climate and 
subordinate satisfaction, 
6-260 

in motivation theory context, 
10-251 


Guide on supervising employees 
with problems, 4-223 


attitudes, 7-247 


Frustration-instigated behavior, 
12-268 


Seimer, 2-294 
Bittel, 6-259 
for operating manager, 11-265 


to capture good ideas, 1-267 

in dealings with computer, 9-241 

Ways to prepare for new job, 
9-244 

Operating manager, 11-265 

Expertness and supervisory 


component of organizations, 
9-242 








SUPERVISORS 


Attitudes--Case studies 
Changing work ethic, 6-261 
Attitudes--Comparative surveys 
toward their jobs and re- 
wards compared with 
managers, 2-296 fg 
Attitudes--Research 
Scale values for positive 
statements, 7-254 fg 
Black-white in problem solving 
group, 11-268 
Disparagement by subordinate, 
on use of power, 12-270 
Characteristics 
Handling of subordinates, 
work-related problems, 
10-253 
Characteristics--Research 
Attitudes and behavior of 
black and white, in 
problem solving groups, 
5-225 
Relationship between cognitive 
style and jsocial orientation, 
7-250 
Evaluation--Research 
*Reactions to 
appraisals 
Human relatio 
list, 5-22 
Job satisfaction 
Message disto 
Principles, l-2to0 
Responsibilities, 8-256 
in labor relations, 1-144 fg 
for occupational health and 


¢ubordinates' 
4 1-268 
s skill check- 








-Factors affecting 
ion, 11-140 


safety, 1-269 
Developing people potential, 
9-239 


*Grievance handling, 10-131 
Responsibilities--Special areas 
Labor relations, 7-145 
Selection 
for word processing center, 
3-216 
Training 
to train replacement, 1-280 
in skills required to conduct 
on-the-job training, 4-235 
Providing for new 
7+253 
Mental health education, 8-77 
in behavior modification 
skills, 10-273 
[raining--Bibliography, 3-234 
Training--Case studies 
as step towards organization 
development in clothing 
factory, 7-252 


supervisor, 
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SUPERVISORS (Cont'd) 
Training--Case studies (Cont'd) 


G.E., 11-288 

Training--Courses of study, 12-269 
Basic management, 4-144 fp 
Skills for trains of 


disadvantaged, 10-39 
fraining--Determining needs 
Virgin Islands, 7-88 fo 
fraining--Manuals, 10-81 
Training--Methods, 3-219, 
Training--Special areas 
in rehabilitation project, 1-108 
to implement the 


11-267 


Employee 
Health Program on 
Alcoholism, HSMHA, 

fraining--Surveys 


1-270 


Methods, problems, evalua- 
tion, course outlines, 
schedules, 2-295 

Practices, 131 companies, 

Training--Visual aids 
"The Dryden file," 4-223 
SYSTEMS ANALYSIS 


7-251 


Applications--Research 
to personnel function, Charlotte, 
N.C., 1-214 fg 
leit holds, 11-8 
for management analysts, 8-157 fg 
Readings 
Complex organizations, 10-176 


SYSTEMS ANALYSTS 
Characteristics, 
Job analysis 

Computer 


11-8 


Position Profile, 9-6 
Pay--Surveys, 6-184 
Responsibilities 

as change agent, 3-6 
Tests--Research 


Basic Programming Knowledge Test, 
9-5 
Training 
*Role of business college, 10-261 


Training--Case studies 
IBM, 12-17 
Utilization 
to advance in general 
1-4 
SYSTEMS AND PROCEDURES 
Bibliography, 1-212 


management , 


TEACHERS 
Pay--Comparative surveys 
*with other fields, 2-203 
Retirement--Policies 
1973 legal provisions, 7-234 








TEACHERS (Cont'd) 
Training--Methods 
Transactional processes, Ford 
Training and Placement 


Program, 12-154 
TEACHERS, OVERSEAS 
Personnel policies 
Pay, benefits, and, 2-91 fg 
TECHNICIANS 
Characteristics--Surveys 
Profile of R & D, 6-249 
Employment--Statistics 
*in state government agencies, 
4-220 
Employment --Trends 
1973 and 1974, 1-259 
Job satisfaction--Evaluation 
U.S. Forest Service, 10-126 fg 
Manpower planning 
Labor market analysis, 2-281 
Mobility--Research 
Net advantage during period 
of declining employment, 
2-285 
Pay--Surveys 
Scientific Manpower Commission, 
3-213 
by industry, 6-248 
Placement--ADP applications 
Qualification inventory file, 
3-190 
Placement --Surveys 
1973 graduates, 6-247 
Redeployment--Reports 
During periods of changing 
demand, 11-256 
Redeployment--Research 
in California, 1-261 
Retraining--Administration 
for unemployed, 11-258 
Statistics 
Employment status, age, sex, 
and education, 3-214 
TECHNOLOGICAL CHANGE 
Effects 
on industrial order and human 
values, 4-166 
TELEPHONE WORKERS 
Job satisfaction--Research 
{ Reward systems, 7-130 
TEMPORARY EMPLOYEES 
Characteristics 
Profile, 6-292 
Utilization 
Extent of ciiteria for 
selecting, 1-221 
Utilization--Case studies, 11-217 
Utilization--Research 
Clerical market, 1953-60, 1-220 
TENNESSEE VALLEY AUTHORITY, 8-217 





TESTS 
Administration 
Foreign Service, 7-258 fg 
*Pa., examiner's manuals, 10-257 
Administration--Evaluation 
for selecting Federal 
employees, 9-238 fg 
Administration--Surveys 
*Pa., 8-264 
Announcements 
PACE, 11-272 fg 


Attitudes toward 
More, rather than less, to 
aid equal employment 
opportunity, 7-255 
Construction 
for training evaluation, 
1-293 
Standards, 10-254 
Achievement tests, 12-272 
Questionnaire items, 12-277 
Construction--Methods 
Consultants' guide, 12-276 
Construction--Research 
Multiple choice questions, 
12-273 
Directories 
Personnel tests, 5-226 
Evaluation 
Problems in following EEOC 
guidelines, 1-50 
Basics, 1-274 
*Uniform guidelines, 2-303 
as selection tool, 4-222 
Relevance and broadening use, 
4-229 
Impact of Duke Power decision, 
5-228 
Need for employers to scrutinize 
own programs, 6-262 
to ensure against age discrimina- 
tion, 8-261 
*Entry-level firefighter exams, 
Calif., Nev., 8-259 
Standards, 10-254 
*Biographical data inventory, 
12-275, 12-279 
Evaluation--Bibliography, 2-299 
Evaluation--Case studies 
*Univ. Civil Service System of I1l., 
using job element method, 1-271 
Evaluation--Methods 
to determine bias, 9-246 
for criterion-related validation, 
10-258 
Assessing bias, 12-280 
Evaluation--Research 
Sources of bias for ethnic 
groups, 1-272 fg 
Implications of Griggs 
decision, 1-273 











TESTS (Cont'd) 


Evaluation--Research (Cont'd) 
Aerospace ground equipment 
course grades, 8-266 fg 
*Denver project, 9-245 
Relation to job training 
success, 10-259 fg 
Evaluation--Special areas 
*Police dispatcher, 8-258 
Policies 
Implications of test bias, 
6-263 
Employer's burden of proof, 
11-270 
Problems 
When testing immigrants or 
those from differing 
cultural backgrounds, 
5-227 
Research 
to establish battery appropriate 
for whites and blacks, 9-247 
for Air Force technical 
training systems, 9-248 fg 
Influence of context on 
difficulty, 11-273 
Research--Bibliography 
*Pa., 8-263 
Scoring--Planning 
Passing points, 7-256 
Scoring--Theory 
Generalizability for scores 
and profiles, 3-220 
Surveys, 7-257 
Guide for managers, 2-302 
TESTS, ABILITY 
Construction 
14 step framework, 7-260 
Evaluation 


Conventional or adaptive, 1-275 
*Methods, 10-257 
Research 
Model for distinguishing from 
aptitude, 1-276 
to identify general managers, 
10-62 


TESTS, ACHIEVEMENT 
Evaluation--Handbooks 
Interpretation and use of 
CLEP scores, 3-221 
Research 


Construction, 12-272 
TESTS, APTITUDE 
Evaluation 
for personnel selection, 2-301 
Employee Aptitude Survey, 4-228 
*Entry-level law enforcement 
exams, Calif., Nev., 8-260 








TESTS, APTITUDE (Cont'd) 
Research 
Model for distinguishing 
from ability, 1-276 
Women more predictable than 
men, 8-267 
TESTS, MENTAL 
Applications 
as selection tool, 
Bibliography 
Sourcebook, 
Evaluation 
Standards, 10-254 
in cultural contexts, 
Evaluation--Research 
Three commonly used in 
selection, placement, 
Surveys 
Cultural adaptation, 2-300 
Status after Griggs v. Duke 
Power, 11-269 
TESTS, PERSONALITY 
Attitudes toward 
Industrial psychologists, 7-259 
Evaluation 
Issues, 2-298 
Research 
Predicting stress activity, 12-281 
TESTS, VOCATIONAL INTEREST 
Case studies 
TEAM, Inc., to match abilities and 
desires of disadvantaged, 4-227 
Research 
Kuder Preference Record over a 
25 year span, 8-262 
for Air Force enlisted, 8-265 fg 
TEXAS 
Civil service--Training 
Needs, 9-254 
TIME- - MANAGEMENT 


11-271 


11-220 


12-271 


10-256 


Methods, 2-66, 3-49, 12-&2, 12-83, 
12-84, 12-86 

Surveys 
600 executives in Chicago area, 

2-70 
TRAINING 
See also: Retraining; Vocational 
education 


Administration, 1-289, 2-318 
Systems approach, 1-288 
*Guide for small police department, 
3-230 
Systematic approach focused on 
behavioral goals, 5-236 
Programs for treatment specialists 
in corrections, 6-268 
Hospital trainers problems, needs, 
7-267 








TRAINING (Cont'd) 

Administration (Cont'd) 
Quantitative analysis, 10-266 
Attention to preliminary 

detail, 12-282 
Selling plans to management, 
12-288 
Administration--Case studies 
Costs, methodology, etc., 
Gishalt Machine, 1-284 
IBM, 1-287 
*Maine Municipal Association, 
2-229 
kNew York State Office for 
Local Government, 7-264 
*Statewide probation depart- 
ment, Texas, 9-255 
G.E., supervisors, 11-288 
*State park personnel, Calif., 
12-291 
Administration--Evaluation 
*Manual for Federal quality 
control review of state 
programs, 5-235 


Virgin Islands, 7-88 fg 
*in criminal justice system, 
9-256 


Administration--Handbooks, 5-237 
Administration--Reports 
*Maine, 7-270 
Administration--Research 
Alternative programs for 
beginning typists, 
Army, 3-237 fg 
Administration--Special areas 
*Policemen and police training 
officers, 2-315 
Administration--Trends 
Human resource development, 
emerging profession, 
8-268 
Attitudes toward 
*Need to recognize as beneficial 
and necessary, 9-252 
Importance of positive attitude, 
11-286 
Bibliography, 3-234, 12-293 
Case studies 
Xerox, 1-282 
Language program for non-English 
speaking employees, 4-233 
Suggestion staff development 
at IBM, 6-264 
Allis-Chalmers Corp., for 
quality assurance, 7-265 
Catalogs, schedules, etc. 
Postal Service, 2-313, 2-314 fg 
Comparative surveys 
Middle-level personnel in 
advanced, semi-advanced and 
underdeveloped countries, 
3-225 





TRAINING (Cont'd) 
Courses of study 
Federal budget process, 4-201 
for management analysts, 8-157 
Determining needs 
*at various levels, 2-82 
and designing interesting courses, 
8-272 
of librarians, 10-265 
Determining needs--Case studies 
Postal Service, 1-286 
Employers in Western Pinal 
County, Ariz., 3-228 
Determining needs--Methods, 10-264 
Surveys, manpower analysis, 
organizational analysis, 2-317 
*Workbook, 6-267 
for personnel specialists, 11-284 
Determining needs--Factors affecting 
New work ethic, 12-289 
Determining needs--Surveys 


*N.Y., local government, 9-251 
*Texas state employees, 9-254 
*Florida administrators, 12-290 


Directories 
ASTD, 3-223 
Evaluation 
Role and technique, 1-289 
Issues, processes and 
methods, 1-292 
Developing reliable data on 
training in industry, 4-231 
Four crucial phases, 10-268 
Current status, criterion 
measurement, model, 11-292 
Seminars, 12-309 
Evaluation--Bibliography, 8-277 
Evaluation--Case studies 
*British university business school 
program for probation 
department, 8-275 
Evaluation--Dictionaries, 9-258 
Evaluation--Methods 
Developing performance tests, 
1-293 
Planning and implementing, 1-294 
Value Model I, 3-238 
Eight steps, 10-275 
Quantifying, 11-291 
Evaluation--Reports 
*Indiana Dept. of Revenue tax 
audit workshop, 7-272 
Evaluation--Research 
Perceptions of management vs. 
documented evidence, 4-239 
U.S. Soil Conservation Service, 
8-276 
Evaluation--Special areas 
Office of Civil Defense Career 
Development Program, 3-236 
Factors affecting--Research 
Disincentives, 2-311 
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TRAINING (Cont'd) 


Institutes 
*Utah state legislators, 7-281 
Institutes--Directories 
Agency training centers, 2-310 fg 
Manuals 
How to produce, 11-277 
Methods, 5-10, 7-276 
See also: Individual methods, 
i.e., Case study method; 
Games, Business; Sensitivity 
training; etc. 
Technology, 1-288 
Discovery Method, 1-296 
for supervisors, 2-308 
Technical manual, 2-321 
Follow-up question, 3-243 
Simulators, 4-246 
Personalized system, 5-240 
Human resources and organization- 
al development, 6-265 
Action Research model, 6-271 
[raining subordinates to become 
good trainers, 7-269 
Minicourse, 7-274 
Positive oriented approach, 
7-280 
Implications of Human Resource 
Development, 8-273 
Pharmacists, 9-260 
Counselor-interviews in 
job mobility program, 9-261 fg 
Menu approach for clerical, 
9-264 


to cope with silent trainee, 10-269 


Behavior modification, 10-273 
Transactional analysis, 
10-274 
[ndependent study degree 
programs, 11-280 
Questions, 12-294 
Informal systems, 12-295 
Workbook/cassette, 12-306 
Methods--Case studies 
MBO at All-American Transport, 
8-271 
Organizational development, 
Hartford Hospital, 10-262 
Walt Disney World, 11-276 
Team-effectiveness diagnosis, 
11-279 
Japan Air Lines, 11-293 
Continuous NARe Life Service 
Co., 12-310 
Methods--Comparative surveys 
Cost-benefit analysis of 
manpower programs, 1-290 
Methods--Evaluation 
Videotape and role-playing, 
for interview skills, 2-123 
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TRAINING (Cont'd) 


Methods--Evaluation (Cont'd) 
Experiential learning, Gt. Brit., 
3-241 
Methods--Readings 
Resource book for media specialists, 
2-278, 2-279 
Methods--Research 
Career-oriented, peer-instructional 
model in office cluster of 
business occupations, 3-239 
havior modification, 10-263 
*Model for state, local govt., 
11-281 
*Stress vs. non-stress, for 
police, 12-308 
Methods--Surveys, 6-206 
Group techniques, 1-298 
Behavior modification, 4-247 
*Federal, state and municipal 
levels, 7-268 fg 
Non-governmental facilities-- 
Directories 
Off-campus study centers, 
2-312 fg 
Planning 
Need for managers, trainers and 
participants to work 
together, 1-285 
Checklist for manager/owners 
of small plants, 3-231 
Guidelines for new programs, 3-232 
Guide for change agents in 
education and other fields, 
3-233 
within framework of constraints 
based on economic realities, 
4-234 
Step by step guidelines, 5-230 
*ICMA small cities program, 5-232 
Resource book, 7-278, 7-279 
for library personnel, 9-257 
Upward mobility plans, 10-7 fe 
Setting up new program, 11-287 
Planning--Case studies 
Mail clerks to typists, 11-278 
*Iowa state govt., 11-290 
Planning--Methods, 11-289 
Planning--Research 
Identifying on-the-job training 
content, 8-274 


Air Force technical, 9-248 fg 
Policies 
Accountants, 11-282 fg 


Policies--Evaluation 
Canada, publicly supported in- 
industry training, 4-232 
Policies--Surveys 
Employee relations staff, in 20 
Toronto companies, 5-234 





TRAINING (Cont'd) 


Principles 
Gagne's learning theory 
applied, 5-231 
Principles--Surveys 
Literature on feedback, 1-295 
Problems 
Counter training effects, 
2-305 
Records--Methods 
Continuing Education Unit, 
12-292 
Reports 
F. 1973, 11-285 fg 
Research 
Layoff Time Training Concept, 
1-291 
Responsibilities 
Career education, 3-224 
Assisting supervisors in 
conduct of, 4-235 
Societies 
ASTD, planning criteria for 
for professional quality, 
3-226 
Surveys 
Going back to school at 35, 3-229 
Programs in private industry, 
4-230 
Principles and findings from 
learning theory and 
research, 5-233 
*13 states, 11-240 
Terminology, 11-166 
Text books 
Kenney and Donnelly, 2-316 
Theory 
Adult learning, 2-309 
for in-service education, 
10-270 
Model of professional 
behavior, 11-274 
Trends 
Current and future, 8-270 
1970's health care industry, 
10-260 
Visual aids--Applications 
Videotape, 10-272 
Visual aids--Case studies 
*Gt. Brit., for staff inspectors, 
5-239 
Visual aids--Directories 
Multimedia guide, 6-269 
Visual aids--Evaluation 
Ten techniques, 11-295 
Visual aids--Planning 
*Multi media approach, 6-270 


TRAINING DLRECTORS 


Responsibilities, 2-318 








TRAINING DIRECTORS 
Responsibilities--Special areas 
to promote integration of handi- 
capped into work force, 1-102 
TRAINING OFFICERS 
See also: Instructors 
Directories 
Washington, D.C. area, 12-298 
Responsibilities, 1-289 
Adviser in Great Brit., 1-279 
*in small police departments, 
3-230 
to select strategy for evaluating 
goals and means, 7-271 
Relationship to personnel manage- 
ment, 12-300 
[raining, 2-307 
Training--Courses of study 
*State and local level, 12-297 
Training--Methods 
Simultaneous role playing, 10-277 
Transactional analysis, 2-110, 3-92, 3-93, 
3-240, 5-52, 5-77, 7-159, 8-81, 8-83, 
10-104, 10-274 
TRANSFER 
See also: Relocation 
Attitudes toward--Research 
39 engineers, and wives, 8-222 
Cost 
Companies ease burden, 8-223 
TRANSPORTATION, EMPLOYEE 
Carpools, 1-301, 5-241, 7-282, 
11-296 
Home-to-work, 8-279 
Bibliography, 9-265, 9-266 
Statistics 
1970, 5-104 
TRAVEL ALLOWANCES 
Policies--Surveys 
*Special hotel rates for state 
employees, 3-187 
TRAVEL REGULATIONS 
DOD, 6-272 fg 
TULTION AID PLANS 
Case studies 
Kimberly-Clark, 9-87, 11-99 
Surveys 
What, why, who, and how, 7-93 
furnover 
See: Labor turnover 
TYPISTS 
Job satisfaction--Research 
Word processing operators, 12-123 
*Position description, 10-220 
Tests--Research 
Validity data, 12-278 
Training--Case studies 
New York bank, 5-238 
Training--Research 
Army programs, 3-237 fg 











UNDERSTUDIES 
Staffing--Problems 
Presidential assistant in 
companies, 7-68 
Training 
Supervisory personnel, 1-280 
UNEMPLOYED 
See also: Subdivision 'Unemploy- 
ment" under such entries as 
Scientists, Engineers, etc. 
Attitudes--Research 
Work values compared to super- 
visory and hourly wage 
employees, 4-33 
Career opportunities--Special areas 
Public service employment 
See: Civil service--Staffing 
Training--Evaluation 
Using lay-off time for improving 
advancement potential, 1-291 
UNEMPLOYMENT COMPENSATION 
Bibliography, 2-245 
Evaluation 
Treatment of women, 9-270 
Laws 
50 states, District of Columbia, 
Puerto Rico, 5-162 
UNIONS 
Administration--Research 
*Origins, structure, membership, 
functions, and policies of 
state employee, 5-120 
Attitudes toward--Research 
*Unionized public employees, 6-121 
Attitudes toward--Surveys 
Non-union white-collar Federal 
government employees, 4-117 fg 
Attitudes toward--Trends 
*Growth, 8-135 
Case studies 
*Eight, 4-126 fg 
Comparative surveys 
Independent employee and industrial 
type, 11-153 
Directories 
*Major organizations representing 
state, local public employees, 
8-143 
Effects 
*on civil service merit concept, 
etc., 2-151 
on governmental decision making, 
6-130 fg 
*County govt., 10-136 
Effects--Research 
*on public employment program, 
3-130 
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UNIONS (Cont'd) 


Effects--Research (Cont'd) 
*Involvement in managerial decision- 
making, 8-122 
on pay and economic mobility, 9-177 
on occupational upgrading, 12-18 
History 
*Police, 1-140 
*AFSCME, 9-130 


Laws 
*State and municipal, 3-127 
Officers 
*AFL-C1O and AFSCME's relationship, 
11-154 
Policies 


AFL-CIO, 3-124 
Policies--Special areas 
*Political activity at local level, 
4-118 
Recognition 
under E.O. 11491, 11-144 fz 
Recognition--Case studies 
National Association of Air Traffic 
Specialists, 4-119 fg 
Recognition--Factors affecting 
*Determinants of southern public 
employee, 4-123 
Recognition--Statistics 
by departments and agencies, 11-159 fg 
Research 
*Differences in membership between 
states, 12-142 
Responsibilities 


Standards of conduct, 8-144 fg 
in job enrichment, 12-142 
Surveys 


*Growth in public sector, 2-148 
*State civil service employees, 10-134 
Trends 
Growth among middle managers, 5-118 
*Increasing efforts to bargain, 
strike, 9-133 
*in Canada, 11-143 


U.S. ATOMIC ENERGY COMMISSION, 9-212 
U.S. CIVIL SERVICE COMMISSION 


PRDC, 11-222 
Organization, 8-13 
Responsibilities 
Recruiting and examining function, 
4-63 


U.S. DEPARTMENT OF HEALTH, EDUCATION, AND 


WELFARE, 7-228 


U.S. DEPARTMENT OF LABOR, 2-258 

U.S. DEPARTMENT OF STATE, 6-228 

U.S. EMPLOYMENT SERVICE, 2-241 

U.S. EMPLOYMENT STANDARDS ADMINISTRATION, 


4-200 





U.S. 
COMMITTEE, 8-188, 
U.S. 
7-141, 8-124, 8-138, 


FEDERAL PREVAILING RATE ADVISORY 
12-208 

FEDERAL SERVICE IMPASSES PANEL, 
8-140 


U.S. GENERAL SERVICES ADMINISTRATION, 
5-14 

U.S. INFORMATION AGENCY, 2-263 

U.S. JOB CORPS, 2-43 

U.S. LIBRARY OF CONGRESS, 5-192 

U.S. NATIONAL AERONAUTICS AND SPACE 
ADMINISTRATION, 1-233 

U.S. NATIONAL COMMISSION ON PRODUCTIVITY 

Annual report, 8-210 

U.S. NATIONAL LABOR RELATIONS BOARD 
10-224 

U.S. POSTAL SERVICE, 1-146, 2-142, 2-143, 
2-255, 6-125, 7-23 

U.S. PUBLIC HEALTH SERVICE, 6-89 


U.S. SOIL CONSERVATION SERVICE 
in-service training, 8-276 
UNIVERSITY TRAINING 
Case studies 
Florida Atlantic University's 
MBA program, 1-84 
Simmons College, 10-279 
Directories 
Executive development programs, 
2-79 
Evaluation 
Executive development programs, 
6-77 
Methods 
for public management, 
Urban administrators 
See: City managers 


2-85 fg 


V 


VACATIONS 
Labor agreements 
Four types of plans, 3-244 
VERMONT 
Civil service--Training 
Participant reaction, 7-273, 
10-84, 10-85 
VETERANS 
Benefits 
Legal rights in claiming vacation, 
2-323 
Benefits--Directories 
Manpower services, Federal and 
private, 1-302 fg 


Benefits--Surveys 
New Mexico, 
Counseling 
to mitigate effects of civilian 
reentry, 


8-281 


1-304 








VETERANS (Cont'd) 
Directories 
Jobs, training and educational 
opportunities, 8-280 
Employment --Planning 
Jobs for Veterans, 
Employment --Problems 
Vietnam era, 2-325 
Emp loyment--Research 
National evaluation of manpower 
services, 1-302 fg 
Dept. of Labor's Exemplary Rehabili- 
tation Certificate Program, 1-303 
Preference 
*New Mexico, 8-281 
Rehabilitation--Problems 
Ex-prisoners of war, 2-324 
Training--Evaluation 


11-297 


MDTA Project Transition, 10-278 
VIRGIN ISLANDS 
Civil service--Training, 7-88 fg 
VIRGINIA 
Civil service--Executives 


Manpower assessment survey, 6-62 
VISUAL AIDS 
See also: Training--Visual aids 
Directories 
Multimedia guide, 6-269 
VOCATIONAL COUNSELING 
Bibliography, 1-178 
Conferences 
Career education for minorities, 
4-258 
Factors affecting--Readings, 
Methods 
Personality types and environment, 
1-180 
VOCATIONAL COUNSELORS 
Utilization--Trends, 
VOCATLONAL EDUCATION 
Administration--Surveys, 
Courses of study 


2-36 


2-37 


10-267 


*Public service occupations, 12-283, 
12-284, 12-285, 12-286, 12-287 
Evaluation 
Cost-benefit analysis, 1-30, 1-290 
Community college programs, 12-40 
W 
WAGE BOARD EMPLOYEES fg 


See also: Blue collar workers 
(Private industry) 
Pay--Administration 
Role of Federal Prevailing Rate 
Advisory Committee, 8-188 











WAGE BOARD EMPLOYEES (Cont'd) fg 
Pay--Administration (Cont'd) 
FPM guide, 12-205 
Pay--Reports 
Federal Prevailing Rate Advisory 
Committee, 12-208 
WASHINGTON, D. C. 
Civil service 
See: District of Columbia--Civil 
service 
WATER POLLUTION WORKERS 
Employment--Trends 
1971-1976, 4-256 
WISCONSIN 
Civil service--Fringe benefits 
Cost, through 1972, 9-88 
WOMEN 
Apprentices--Employment 
Increased number, extended range 
of occupations, etc., 8-298 
Attitudes--Research 
toward retirement, 10-285 
Attitudes towards 
*in municipal govt., 12-319 
Attorneys--Discrimination, 1-322 
Attorneys--Employment 
Role of EEO legislation and 
guidelines in achieving 
opportunities, 1-305 
Awards 
1974 Federal Woman's Award, 
8-296 fg 
Bibliography, 6-284 
Career opportunities 
Job ideas, 2-330 
in armed services, 4-255 fg 
W.O.W., 6-283 
Areas for immediate action, manage- 
ment policies, 7-283 
*in municipal govt., 12-319 
Career opportunities--Factors 
affecting 
Getting loan to start 
own business, 7-284 
Career opportunities--Planning 
in word processing system, 9-281 
Career opportunities--Readings 
*Affirmative action, 6-279 
Career opportunities--Trends 
Breaking away from stereotyped 
"female" positions, 4-250 
Career planning--Directories 
Employment assistance services, 
6-48 
Case studies 
Contributions to management 
thought, 4-254 
Characteristics 
1972 workers, 2-335 
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WOMEN (Cont'd) 


Characteristics (Cont'd) 
Labor force behavior of married 
women, 6-282 
Profile of workers, 9-271 
Characteristics--Research 
Acquisition of stereotyped occupa- 
tional aspirations, model, 6-281 
Characteristics--Surveys 
Children of working mothers, 1-321 
Civil rights--Policies 
Agenda and strategy for 70's, 2-331 
College graduates--Career opportunities 
in higher education, 3-246 
1970's, and career commitment, 12-320 
College graduates--Employment 
Career, work orientation dimensions, 
10-290 
College professors--Bibliography 
Status, 1963-1972, 1-312 
College professors--Discrimination, 
10-282 
Hiring and administrative appoint- 
ments, 12-315 
College professors--Readings 
Recruitment, training, employment, 
etc., 6-285 
Counseling, 2-327 
Need for career, 12-320 
Counseling--Methods 
for careers in business, 5-251 
Discrimination 
Remedies provided by laws and regula- 
tions, 1-310 
in pension plans, 1-313 
Reducing, 1-317 
in academia, 1-319 
in pursuit of legal careers, 3-251 
in seeking employment, 4-251 
in earnings and labor market, 6-291 
on basis of pre-school age children, 
7-58 
in income security programs, 8-286 
Guide to Federal laws prohibiting, 
9-54 
Discrimination--Case studies 
*Class action suit, Boston Redevelop- 
ment Authority, 3-247 
Use and impact of EEOC's enforcement 
powers, 4-44 
Text materials and, 11-299 
Discrimination--Evaluation 
Model examining economics, 1-315 
Discrimination--Factors affecting 
Demographic, economic, and social 
variables, 6-290 
Discrimination--Research 
Occupational and wage aspects, 3-40 





WOMEN (Cont'd) 


Discrimination--Research (Cont'd) 
Influence of sex role stereotypes 
on personnel decisions, 4-252 
Discrimination--Surveys 
Combatting role prejudice, 6-277 
Education--Surveys 
Continuing education, 12-324 
Employment, 9-275 fg 
DOL guidelines, 2-328 
*How they fare compared to men, 
6-273 
Problems and issues of economic 
role, 6-274 
Back to school for new careers, 
6-275 
Primer on EEO, 8-287 
Role of young women, 8-291 
for those with and without 
degrees, 8-297 
Changing role, 9-276 
Equal rights, 10-286 
*New role in government, 10-292 
Employment--Attitudes toward 
Cakewinner fallacy, 3-253 
Employment--Bibliography, 6-284 
1825-1935, 5-245 
Architects, 9-268 
*in government and politics, 9-269 
Employment--Case studies 
Six successful women, 3-249 
DOD, 3-253 fg 
GAO management auditor, 8-290 fg 
Employment--Comparative surveys 
European countries, 1-309 
Employment--Conferences, 12-317 
Employment--Factors affecting 
Why women work, 2-329 
Economic forces inhibiting equal 
opportunities, 3-245 
Federal laws and regulations, 
3-248 
Barriers that discourage women 
from participating in unions, 
4-256 
White ethnic working class, 5-248 
Ten reasons men fear women on 
job, 5-249 
Interpretations of "bona fide 
occupational qualification" 
applied to pregnancy, 8-282 
Reentry, age, education of mature, 
8-294 
Blacks vs, women, 10-46 
Employer-subsidized child care, 
10-288 
Child day care, 12-101, 12-102 








WOMEN (Cont'd) 
Employment --Handbooks 
Job ideas, 2-330 
Employment--History 
1870-1970, 6-288 
Employment --Methods 
*in British civil service, 1-311 
Guidelines for Federal Women's 
Program coordinators, 5-250 fg 
Opening skilled trades, 10-293 
Employment--Methods--Case studies 
Polaroid, affirmative action, 1-307 
Emp Lloyment --Methods--Surveys 
Affirmative action programs, in 
private industry, 3-250 
Employment --Readings 
Recent developments in EEO, 8-295 
Combining family and career, 10-287 
Employment --Research 
Types of paid jobs women hold, 4-251 
Longitudinal study of women age 14 
to 24, 5-246 
Economic discrimination, 6-290 
Work-fertility relationship, 9-278 
Career patterns and work participa- 
tion, graduate social workers, 
10-284 
Black/white participation rates, 
12-311 
Employment--Statistics 
*Canada, 1973, 11-302 
Employment--Surveys 
in Federal policy-making positions, 


1 - 306 fg 
Family composition and work activity, 
2-333 


in male-dominated professions, 6-289 

in business, 6-291 

by industry and occupation, earnings, 

union membership, etc., 6-292 

Children of working mothers, 11-306 
Emp lLoyment--Trends 

in Gt. Brit., 10-289 

in skilled trades, 10-281 
Engineers--Career opportunities 

Agencies and fields, 1-316 fe 
Executives 

Few women capture top jobs, 5-243 
Executives--Attitudes toward 

Male government managers, 9-267 fg 
Executives--Case studies 

*Gt. Brit., industry, BBC, civil 

service, 2-332 

How ten did it, 11-301 
Executives--Career opportunities 

Strategy for increasing, 6-280 

Developing skills to increase, 9-272 

Improving, 9-280 











WOMEN (Cont'd) 
Executives--Characteristics 
Jobs, family relationships, 
backgrounds, 1-314 
for success, 11-300 
Managing career and family, 
11-304 fg 
for success, 11-305 
Differentiated from non-executive, 
12-318 
Executives--Characteristics--Research 
Determinants of success in 
business roles, 4-249 
Executives--Discrimination 
Decisions of managers in terms 
of sexual bias, 4-253 
Executives--Education--Case studies 
Simmons College, Pace Univ., 
4-257 
Executives--Employment 
Problems in integrating into 
corporate management, 3-252 
Assuring equal opportunity, 10-291 
Executives--Employment--Factors 
affecting 
Stereotypes, 2-326 
Executives--Employment--Research 
Impact of Federal laws and 
regulations on opportunities, 
3-248 
Relationship of sex of department 
head to department climate 
7-285 
Executives--Motivation 
Linked to success, 11-303 
Executives--Problems 
in pursuing careers, 2-62 
of newly promoted ,9-273 
Executives--Selection--Factors 
affecting 
Sex role stereotypes, 10-48 
Executives--Statistics, 2-334 
Executives--Surveys 
U.S. corporate boards of directors, 
9-274 
Executives--Training 
Purdue Univ., 8-292 
Graduate program, Simmons College, 
10-279 
Hours of work 
Future innovations, 6-286 
Status of state hours laws, 8-299 
Need for part-time, 12-314 
Insurance--Policies 
Unemployment, 9-270 








WOMEN (Cont'd) 


Interviewing--Methods, 9-113 
Job satisfaction--Comparative surveys 


Production-minded environ- 
ment vs. goal-oriented, 8-285 
Job satisfaction--Research 
Urban-rural differences, 6-116 
Psychological needs, 8-283 
Military personnel 


History and changes, 5-242 fg 
Military personnel--Utilization 
FY 1973-1977, 9-279 fg 


Mobility--Comparative surveys 
Occupational and marital, male 
and female, 12-32 
Motivation--Research 
Need to break from adherence t« 
male model of achievement, 4-248 
Success and sex-role orientation, 
12-321 
Organizations 
Stewardesses for Women's Rights, 
8-289 
Organizations--Research 
NOW, formative years, 1-308 
Pay--Policies 
for maternity leave, 6-287 
Personnel policies 
Hiring and promotion into executive 
ranks, 7-286 
Personnel policies--Research 
before and after 1950, 3-248 
Police 


See: Policewomen 





Professional employees 
1870-1970, 6-292 
Professional employees--Characteristics 
Personal and vocational histories, 
6-289 
Professional employees--Pay 
Differences between men and women, 
6-187 
Professional employees--Research 
Participation rate differences among 
states, 6-276 
Promotion--Factors affecting 
Suitability as perceived by male 
managers, 9-267 fg 
Psycho logists--Mobility 
and degree level, specialization, 
position, compared to men, 12-316 
Retirement--Benefits 
Unisex pensions, 8-293 
Retirement--Problems 


Income inadequacies, 8-224 








WOMEN (Cont'd) 


Scientists--Pay 
Male-female differences among 
Ph.D.'s, 8-186 
Social conditions 
Strategies, social action, policies 
and laws to eradicate sexism, 
5-247 
Statistics--Directories, 1-52 
Supervisors--Characteristics 
Needed attributes, 12-313 


Surveys 
Status, 1973, 10-280 
Tests 
Quality performance on aptitude, 
8-267 
Turnover 


Stability, 12-322 
Turnover--Research 
Male/female quit data, 8-288 
Unemployment 
and Title VII, 9-277 
Unions 
Coalition of Labor Union Women, 
5-252 
Numbers, roles, 12-312 
Utilization--Factors affecting 
Stereotypes of women in manage- 
ment, 2-326 
Woodward, Joan, 4-254 
WORK-STUDY PROGRAMS 
Administration--Evaluation, 12-303 
Directories 
Southern California colleges and 
Federal agencies, 7-262 fg 
Evaluation 
School-supervised, 12-301 
Evaluation--Methods 
Replication handbook, 12-304 
WORKING CONDITIONS 


Research 
Physical correlates of variety in 
a work, 4-98 


WRIfING IMPROVEMENT 
Suggestions for manager, 10-22 
Training--Case studies 
Crum & Forster Insurance Companies, 
5-23 


YOUTH 
Attitudes 
"New breed," 3-255 
Contrasts with older workers, 
6-293 
Employment--Factors affecting 
Economic forces, 2-138 


U.S, GOVERNMENT PRINTING OFFICE 1975 O - 572-464 





YOUTH (Cont'd) 
Employment --Research 
Dual labor market theory, 10-294 
Transition from school to work, 
12-325 
Employment --Surveys 
Ages 16-24, 2-336 
Summer employment 
Federal Junior Fellowship Program, 
4-224 fg 
Unemployment--Factors affecting 
in summer 1974, 8-300 














